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ABSTRACT

This document provides guideline for prospective and nominated students who wants to
exchange programme through ASEAN Credit Transfer System web-based application. It
contains useful information on how to apply for exchange programme in ASEAN
University Network, by step by step guide to apply, and how to choose available courses
under this exchange programme. It is expected that students would benefit from this
guideline.
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Overview

ASEAN Credit Transfer Application System (ACTS) is a web-based application that
facilitate credit transfer to the student exchange program among participating universities
in ASEAN University Network.

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.

Users of this web-based application are categorized as follow:
e Student
e University Administrators (Host University/Home University)
e ACTS Secretariat

ACTS for Student

This manual specifically gives instruction for students to register online, select the
preferred university and choose courses to be taken for credit transfer.

ACTS Benefits for Student
The function above has a direct benefit to users:
e Facilitating student to get the scheduled information, the university and the
courses available for credit transfer.
e Facilitating student to the registration and collection of files needed.



Application

To register in this exchange programme, you must do online registration, the steps
taken are as follows:

1. You must understand the procedure to join ASEAN Credit Transfer, by choosing
Aplication = Procedure, and the page will appear as shown in Figure 1 below.

ASEAN Credit Transfer System
AUN - ACTS Secretariat

Main Page About AUN-ACTS Application : s Mews Contact Us Manual

Procedure
Procedure Flowchart
Academic Calendar If you are interested to join the AUN Student Exchange Programme under AUN-ACTS scheme,
Apply Now! please be sure that you read the following procedure:
1. Check the academic calendar of host universities of your preference, and then match with the academic calendar of

your university. After matching the academic calendar, you could go to courses database to check any available
courses

Do not forget to discuss your decision of preferred host universities and selected courses with the authorized body in
your university to make sure that credit of courses you have selected could be transferred

Once you are ready to apply for the programme, please register yourself to AUN-ACTS system. You will be asked to
provide your personal information such as your name, university and email address. Please be sure that you provide
avalid email address since any important information regarding your application will be sent to the email address
you have input to the systemn. When you register, you are able to make your own password to be used for login

As aregistered user, you need to complete your online application and submit the application to the system. Please
note that you will be asked to upload your photo, scanned academic history, scanned English certificate (such as
TOEFL or IELTS) and other necessary documents to support your application

Onee your application is completed, do not forget to submit it to the system and print the complete application from
the system. And then, send the printed application form to the International Relations Office or any authorized body in
your university, along with the supporting documents to be reviewed

After the review process, ifyou are selected for the programme, the authorized body or International Relations Office of
your university will nominate you in the ACTS system and notification email will be sentto you and the approved Host
Universities

Upen nomination, your application will be reviewed by the Host Universities. If you are accepted, the Host University
will approve your application and proposed courses through the system (courses approval might be done in a later
time} and notification email will be sent to you and your Home University. Please note that you might be accepted by
mare than one Host University. Therefore, you have to make confirmation through the system which Host University
you would like to choose (vou have to choose only one Hast University). When you have confirmed, Host University will
send the acceptance letter and any information related to the exchange programme

Once you have gotthe acceptance letter from the chosen Host University, you could contact IRD of your university or
any authorized body in charge of student exchange matters who would give you any assistance in making necessary
arrangement for the exchange programme. Please note that if the Host University has approved your courses
selection, you could print the learning agreement from the system, and then submit it to the IRO of Home University.
The approved leaming agreement should be sentto the IRO of Host University

When all the preparation process at Home University is done, you could go to the Host University and study there as
an exchange student until the end of exchange period which has been decided by the Host University. Please note
that you have to take all the examinations required by the Host University, so that you could earn the credits from the
courses you take

At the end of the exchange period, the Host University will evaluate your learning outcome and equate the outcome
into ACTS grade. The grade will be input in the system by the Host University, so both you and university administrator
of your university (Home University) would be able to check it from the system

AUN-ACTS Secretariat will issue cerificate of completion and transcript of record based on the data that has been
input in the system. The certificate and transcript will be sent to your Home University and the credits eaming during
the exchange period will be transferred to your academic account

You will getthe certificate and the transcript from your Home University once the transfer credit process is completed
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Figure 1. Procedure

Note: read and follow all procedures correctly. Flowchart procedure can be viewed
by following selecting the menu Aplication - Procedure Flowchart as shown in
Figure 2.
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Below is the AUN-ACTS exchange procedure flowchart:

Manual

Apply Now!
AUN-ACTS Exchange Procedure
STUDENT IROs HOME THE AUN-ACTS IROs HOST
UNIVERSITY SECRETARIAT UNIVERSITY
Goto AUN-ACTS
website to check
academic calendar of
AUN Member
Universities and Review and
courses selection selection at
Hame University
Discuss with your
faculty about your -
selection of Host MNominate students
Universities and for exchange in
courses AUN-ACTS system
Register yourself in - ¢
AUN-ACTS system Verify the solected Review and
hitpeifacts, ui acdf Host Uriversities i
hm:neia e in AUN-ACTS seleuctl_nn aE Hast
pplyir bt Iniversity
Complete and submit
your application and Approve the application
send the printed In AUN-ACTS system
application (pdf version) [——
to IRQ of your university
Approve courses
\ﬁ (could be done in a
later time) in AUN-
ACTS system
Confirm the acceptance
{choose only ane Host
. University), print 1:_19 Home University Deliver learning Host University
learning agreemant from
the AUN-ACTS system praval Appraval
Send letter of
accepiance and the
= approved leaming
Assisting the outbound Store data of agreement and assist
student in making any accepted the upcoming inbound
Necessary amangement student and student in
for his/her intemational approved prism.cen
rravel courses accommodation and
immigration
Study at Host Evaluate the
University as the exchange student's
exchange student leaming outcome
Equate the leaming
Recaive tha ACTS Issue the ACTS outenrme Into the ACTS
o i Transfer the credit transcript of record grade and input the
tranace.of reoo into the student's and certificate of de to the AUN-ACTS
and certificate of R completion aregetnihe
completion system
‘You can download the procedure flowchart here. e

Figure 2. Procedure Flowchart

Flowchart also be downloaded by clicking the flowchart as shown in Figure
above.

2. Students can view the academic calendar all university incorporated in the

ASEAN Credit Transfer, by choosing Aplication menu = Academic Calendar
and will appear as shown in Figure 3.
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ACADEMIC CALENDAR

Below is the illustration of overall academic semester of all AUN members

AUN Academic Calendar
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Please apply at least by 3 months before the semester starts
To see the details of each university's academic calendar, click on the name of university in the list below.

To see details of each university calendar:

University Brunei Darussalam Brunei Darussalam

Royal University of Law and Economics Cambodia
Royal University of Phnom Penh Cambaodia
Institut Teknologi Bandung Indonesia
Universitas Airlangga Indonesia
Universitas Gadjah Mada Indonesia
Universitas Indonesia Indonesia
National University of Laos Lao PDR
Universiti Kebangsaan Malaysia Malaysia
Universiti Malaya Malaysia
Universiti Putra Malaysia Malaysia
Universiti Sains Malaysia Malaysia
Institute of Economics Myanmar
University of Yangoon Myanmar
Ateneo de Manila Philippines
De La Salle University Philippines
University of the Philippines Philippines
Nanyang Technological University Singapore
Mational University of Singapore Singapore
singapore Management University singapore
Burapha University Thailand
Chiang Mai University Thailand
Chulalongkoern University Thailand
Mahidol University Thailand
Vietnam National University - Hanoi Vietnam
Vietnam National University - Ho Chi Minh City Vietnam

Figure 3. Academic Calendar (General)




Academic Calendar also be downloaded by clicking the academic calendar as shown
in Figure above

3. Students can view details of each University Calendar by click the name of the
university link and will appear as shown in Figure 4 .

») PROCEDURE Academic Calendar : Universitas Indonesia

Procedure Flowchart
Active Term
Academic Calendar

Apply Now! Term: 2010/2011-2

Year:2010

I T cvvoe

Application
Announcement
Reconfirmation

Semester 07i02i2011 03/06/2011

Term to be Offered

Term: 2011/2012-1
Year:2011

N ETT e

Application
Announcement
Reconfirmation

Semester

03/04/2011 011072011

Figure 4. Each University Academic Calendar

4. Students can view the list of universities, majors, courses and number of credits
offered by each university, the steps to access these pages are as follow:

1. Select Courses menu -> select countries in combo box Country, for
example Indonesia = select universities menu in the combo box Select
University, for example Universitas Inodonesia = select courses in the

combo box Select Degree, for example Undergraduate. The following
pages will appear as shown in Figure 5, 6, 7 and 8.
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View Courses

View Courses by Term

View Courses by Programme

View Courses by Programme & Term

Search Courses

*) PROGRAMMES

View Programmes

Search Programmes

View Courses
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: untry - ;
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Malaysia
Myanmar
Philippines
Singapare
Thailand

| Vistnam

Figure 5. View Courses
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+) COURSES

View Courses

View Courses by Term

View Courses by Programme

View Courses by Programme & Term

Search Courses

b PROGRAMMES

View Programmes

Search Programmes

View Courses

Indonesia E

|~ Select Um‘ver;\ty -

Country

Select University

o

- Select University -
Institut Teknologi Bandung
Universitas Aiflangga

Universitas Gadjah Mada
Universitas Indonesia

Figure 6. Select University




ASEAN | ASEAN Credit Transfer System
Universi
Network AUN - ACTS Secretariat
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+) COURSES View Courses

View Courses

View Courses by Term Country Indonesia [=]
View Courses by Programme .
View Courses by Programme & Term SelectUinivessify | Universitas Indonesia E|

Search Courses Selact Degree

Undergraduate
») PROGRAMMES Graduate |

View Programmes
Search Programmes

Figure 7. Select Degree
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View Courses
View Courses by Term Country | Indonesia E[
View Courses by Programme . 5 — — B
) Select University Universitas Indonesia B
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Search Courses Select Degree :"L:lﬁtiergradﬁafe :i
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= S s Eiced
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Wiew Programmes Acoustics AF200824] 3 Acoustics 413968 Architecture - Intl
Search Programmes i i
- Akuntansi Biaya ACCT22101 3 Rﬁ“ﬁa":;'m”“”' 414455 Accounting 3

Algorithm and Algorithm and Electrical Engineering -

i FES3208031 3 408042 2
Programming Progra Intl
L aale . Rpara ACCT21421 3 Dini Marina 414463 Accounting 4
Keuangan
Analytical Chemistry MMS1208011 2 gyl sog1g1  Metalurgy Engineering - 2
Chemistry Intl
Antropobiology BIOZ0114 2 Antropobiologi 373613 Biology 3
Applied etics BIO30813 2 Genetika Terapan 385475 Biology [
¢ Applied Probability KI130630 3 Applied Probability 403017 Computer Science 4
Aquaculture BIO30308 3 Akuakuttura 376506 Biology 5
Aguaculture BIO30308 3 Akuakultura 306987 Biology 5
AIS2208011 10 Arch Design Il Stdio 408293 Architecture - intl 4
AIS3208011 12 Arch Design IV 405491 Architecture 3
UUI12030 1 Batik O 401947 Philosophy 1
fféf?'_ﬁtﬂ & Language IKI306001 3 Automata & LT 400589 Computer Science 5
Automation and Robotics ~ MPF420806C 4 Plamasdan 357336 Mechanical Engineering 8
Robotika
Basic Chemi ENG10080Z1 2 Basic Chemistry 407804 "‘ec"a”'ca'l:'t'? Lo B 2
Basic Computer ENG1008071 3 Basic Computer 393689  Civil Engineering - Intl 1
Basic Fluid Mechanics  MCS2208041 4 Basic Flud 3572ag  Meehanical Enginesring - 4
Mechanic Intl
BasicFluid Mechanics  MCS2208041 4 HesicEud dipany; HMelamcdlbhanesang:, 4
Mechanic intl
Basic of Fermentation BID30505 3 S oot 383066 Biology &
Fermenta

Figure 8. View List of Courses



2. To view details of each course, click the link to the Course Title column, for
example Applied Probability, then the page will appear as the following

Figure 9.

¥} COURSES

View Courses

View Courses by Term

View Courses by Programme

View Courses by Programme & Term

Search Courses

+) PROGRAMMES

View Programmes
Search Programmes

Course Detail

Course Title

Course Code

Credit

Semester Offered
Class Name

Class Code

Capacity

Number of Registrant
Course Description

Prerequisite
Class Schedule

Lecturer

Other Description

Applied Probability
IKI306301

3

4

Applied Probability
403017

15

6

12/09/2011 - 13/01/2012, Tuesday, 15.00 - 1550, 3 3111 - COMPUTER SCIEMCE
12/09/2011 - 13/01/2012, Thursday, 08.00 - 09 40, 3.3113 - COMPUTER SCIENCE

121103009 - Pertami Junia Hayuningtyas

Figure 9. View Course Detail







Registration

If you have selected a university and the courses you will take at another university,
you can proced with online registration.

Note: you must have discussed with your faculty on the selection of study programs
of proposed host universities and credit transfer.

Steps of Registration:

1. Students can do the online registration by choosing menu Aplication > Apply
Now link, as in Figure 5 and click [[Centinue to Registration > || hutton to view
Apply Online page as in Figure 10.

N ASFAN.W ASEAN Credit Transfer System
¢ Network | AUN - ACTS Secretariat

SN i o 2D —

Main Page About AUN-ACTS Application Courses Scholarships ContactUs

Manual

») PROCEDURE Apply Online

Procedure Flowchart

Academic Calendar Please Register or Login to continue

Apply Now!
New to ACTS Application Online? Returning Users Please Login

Registered users can edit personal details, edit alernate host university, Already registered? Then login to complete
select courses, save and submit applications and submit your application
Username:
—_— Continue to Registration >
Password:

Why use ACTS Online Application?

With online application system you can:

Login =

+ save and change your application easily and as often as you like
before submitting it.

¢ besure we have received your application.

e trackthe status of your application.

+ save and print your application

In order to submit your application you will need to provide scanned copies
of qualifications.

Figure 10. Apply Online

2. Complete the Apply Online form and then press button if you’re
already completed the form correctly as shown in Figure 11.



») PROCEDURE Apply Online

Procedure Flowchart

Academic Calendar REGISTRATION

Apply Mow!

Surname (as appears on passport) | Dina Mardia

First Name |Dina %
dina mardia@ui ac id e
E-mail Important information regarding your enquiry and application status is sent to you by

email. Please use a valid email address

PrT. *

Create Password
At least 6 characters.

Retype password

Country Indonesia |Z| w
Home University [Universitas Indonesia  [~]*
Address Universitas Indonesia, Depok Campus 16424, Indonesia
Phone 62-21-786 7222 ext. 100 520, 62-21-7888 0139
Fax 62-21-7888 0139
Email io-ui@ui.ac.id

Note: * required field(s)

REGISTER e

Figure 11. Apply Online Form

w ASEAN | ASEAN Credit Transfer System

iy A Bty

Network AUN - ACTS Secretariat

Main Page About AU : Application

Manual

v) PROCEDURE Apply Online

Procedure Flowchart

o e You have already registered using this email address

Apply Mow! Thank you.

Figure 12. Confirmation of Registration Page

System will sent Confirmation of Registration to your email, as show in Figure 12
and 13.



Subject:
From:
Date:

To:

Priority:

Options:

Dear dina ,

AUN-ACTS Successfull Registration - Account

"AUN - ACTS Secretariat” <secretariati@acts ui.ac id>

Tue, February 28, 2012 3226 pm

dina mardia@ui ac.id

Normal

View Full Header | View Printable Version | Download this as a file' Add to Addressbook | Spam

Thank you for your registration.

Your account has been recorded in the AUN-ACTS system. Please use the
following username and password to complete your AUN-ACTS Online Application

- username: dina.mardia@u:

-ac.id

- password:
Regards,

AUN-ACTS Secretariat
http:\\acts.ui.ac.id

Figure 13. Confirmation Email




Processes

Complete and Submit Application

Registered student can access ACTS system by log in using student’s account to

complete and submit application.

1. Log in by entering your username and password then press the button as
shown in Figure 14.

/AN ASEAN | AEAN Credit Transfer System
University

Network

Main Page About AUN-ACTS

AUN - ACTS Secretariat

Application

Courses

Contact Us Manual
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Welcome Remarks

Message from Junaidi, M.A., Chair of the AUN-ACTS
Secretariat.

| would like to welcome you to our
ASEAN Credit Transfer System
website hosted by Universitas
Indonesia. This website is specially
designed to facilitate student
maobility among ASEAN University
Networks (AUN) member
universities through its on-line
system

o

As the world is becoming more globalized, the flow of
people from one country to another country and from one
region to another have increased from time to time. In our
case, the flow of students from one university to another
is getting more common. This mobility brings students to
the world and exposes them to different knowledge and
experience which they will need after they graduate. Inthe
context of ASEAN we would like our young future leaders

Message from Assoc. Prof. Dr. Nantana Gajaseni, AUN
Executive Director.

| would like to warmly welcome all
students and visitors to the official
website of "ASEAN Credit Transfer
Bystem (ACTS)" which will help you
get well prepared and ready when
applying yourself to the student
exchange programme. Nowadays,
the world is entering into the
moment we called "digital era”, the
AUN Secretariat and our Member Universities realize the
essence of adapting ICT, as one of educational tools, in
facilitating and making easy access for our ASEAN
students to the educational information and opportunities.

This website provides students and visitors more
information about the scope and mechanism of the
ASEAN Credit Transfer System, its procedures, key

© CALENDAR

Thu, 15 Mar 2012

sulwal u]we [ fer ss)
3

4 10
" 15 17
18 24
25 31

NLOADS

> ACTS Brochure

> ACTS Manuals

»» ACTS Procedure Flowchart

»» ACTS Academic Calendar

Figure 14. Login Page




After the successful authentication, a student (applicant) home page will appear

as shown in Figure 15.

Network

Main Page About AUN-ACTS

#) PROCESSES

STEP 1: Personal Details
STEP 2: Host University
STEP 3: Proposed Courses
STEP 4: Required Documents
STEP 5: Review Application

Change Password

ASEAN Credit Transfer System
AUN - ACTS Secretariat

SN i o S D —

Applications C Scholarships Mews ContactUs Manual

Hi dina.mardia@ui.ac.

You are login as applicant, Universitas Indonesia | LOGOUT
Apply Online

Before you Apply

- You can select from 1 up to 3 different alternate host university in different country

- Please check the academic calendar of your alternate host university,

- Please check the offered term at your alternate host university.

- Please check available courses at offered term in each your alternate host university.

- Please prepared your required decument to be uploadedto system such as passport photograph, TOEFL Sertificate, and
other supporting documents such as Student Involvement & Leadership Record

* STEP 1:Fill in your personal details.

+ STEP 2: Select alternate host university.

+ STEP 3: Select proposed courses at offered term in your alternate host university.
+ STEP 4: Upload all required documents.

« STEP 5: Print application form from the system.

Please ensure to complete every step of application untill you can get the print out of your application form, otherwise your
application will not be proceed.

(steTs) -

Figure 15. Apply Online
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3. Press button to view step 1: Personal Details Form as shown in

Figure 15. Complete the Personal Details form and press the
button if you are already complete the form correctly as shown in Figure 16.

@ BT ASEAN Credit Transfer System . . ’
gert - Recwori | MU SIS Scretaliar e - e e — ]

aaaaaaa APPLY ONLINE

STCP 1: Fill in your personal details

Figure 16. Personal Details Form

11



Select 1 up to 3 different alternate Host University. However, the student still

need approval from Home University. Press the button to save
the selected universities, and continue to next step as shown in Figure 17.

f—\ ) Amty ASEAN Credit Transfer System
Network = AUN - ACTS Secretariat

SOOI Rl

Main Page About AUN-ACTS Application Courses Scholarships ContactUs Manual

Hi dina.mardia@ui.ac.id. You are login as applicant, Universitas Indonesia | LOGOUT

») PROCESSES

STEP 1: Personal Details Apply Online

STEP 2: Host University
STEP 3: Proposed Courses
STEP 4: Required Documents STEP 2: Select Alternate Host University

STEP 5: Review Application

Change Password
Please select your alternate Host University.
You can select 1 up to 3 different alternate Host University. However, you still need approval from your Home University
Please select different university in different country.
Please check the offered term at your alternate Host University.

1. Select Country Brunei Daru_ss;a\a_m_E
Host University University Brunei Darussalam E|
Term 2011/20122 |=] Offered term: 2011/2012-2
2. Select Country | Thailand E
Host University Burapha University E
Term Summer 2011 El Offered term: Fall 2011
3. Select Country Philippines E
Host University Ateneo de Manila |Z|
Term [SY 201212013 - Semester 2[] Offered term: SY 201112012 - Semesler 2

Lo J v s contme -

Figure 17. Select Alternate Host University

On Proposed Courses page as shown in Figure 18, student can select up to 20
courses from each preferred university. However, approved courses depend on
Host University approval.

12



Main Page About AUN-A

+) PROCESSES

STEP 1: Personal Details
STEP 2: Host University

STEP 4: Required Documents
STEP 5: Review Application

Change Password

Universi
Network

ASEAN

ASEAN Credit Transfer System
AUN - ACTS Secretariat

Application holarships s Manual

Hi dina.mardia@ui ac.id. You are login as applicant, Universitas Indonesia | LOGOU

Apply Online

STEP 3: Select Courses

Student can select up to 20 courses from each preferred university. However, approved courses depend on host university
decision (approximately there will be only 4 1o 5 courses)

Alternate Host University

1
2

University Brunei Darussalam Not yet/ not approved by Home University
Burapha University Not yet/ not approved by Home University
Ateneo de Manila Mot yet/ not approved by Home University

Proposed Host University

ALTERNATE

Name of University University Brunei Darussalam

Country Brunei Darussalam

Term of Study 2011420122
CorseTie Clrjic-"l
Mo courses are selected until now. ——

ALTERNATE

Name of University Burapha University

Country Thailand

Term of Study Summer 2011
SoueTe Cljiq'l
No courses are selected until now. —_—

ALTERNATE

Mame of University Atenea de Manila

Country Philippines

Term of Study SY 2012/2013 - Semester 2

Mo courses are selected until now. —_—

B B -—

T

Figure 18. Select Courses

6. Press the button to select courses to be taken at the Host

University.

13




7. Select Term, Programme and Proposed Courses by selecting a check box on the

subject of your interest and press the button to save the selected
courses. The page is shown in Figure 19.

ASEAN
Universil
Network

Main Page About AU

b PROCESSES

STEP 1: Personal Details
STEP 2: Host University

STEP 4: Required Documents
STEP &: Review Application

Change Password

ASEAN Credit Transfer System
| AUN -ACTS Secretariat

Application

Manual

Hi dina.mardia@ui.ac.id. You are login as applicant, Universitas Indonesia | LOGOUT
Select Proposed Courses

Ateneo de Manila

* Student can select up to 20 courses from each preferred university. However, approved courses depend on host university
decision (approximately there will be only 4 to 5 courses).

Degree Undergraduate
Term SY 201212013 - Semester 2|~
Programme [Fiipino [l

Total Courses: 3

Course Semester
S -ﬁ

COMMUNICATION ARTS IN FILIPING [: FILIPINO FOR FOREIGN STUDENTS -

INTRCDUCTION TGO PHILIPPINE CULTURE Feviic

COMMUNICATION ARTS IN FILIPING II: FILIPIND FOR FOREIGN STUDENTS - R
CONVERSATIONAL FILIPINO i 3 2
FILIPING FOR FOREIGN STUDENTS: SURVEY OF PHILIPPINE LITERATURE FIL 141 3 2 ]

Add Courses -

Figure 19. Select Proposed Courses
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8. Press the button to add courses as shown in Figure 20 below, and

the button to change the courses selected and the page will appear
as in Figure 21.

ALTERNATE

Name of University Ateneo de Manila
Country Philippines
Term of Study SY 20122013 - Semester 2
COMMUNICATION ARTS N
FILPING Il FILIPINO  FOR sY
1 FOREIGN STUDENTS - Filipino 2012/2013-  FIL12.1 3
CONVERSATIONAL FILIPING Semester 2

Figure 20. Proposed Courses

Hi dina.mardia@ui.ac.id. You are login as applicant, Universitas Indonesia | LOGOUT
+) PROCESSES

STEP 1: Persanal Details EDIT COURSES
STEP 2: Host University

STEP 3: Proposed Courses
STEP 4: Required Documents Ateneo de Manila

STEP 5: Review Application

Eais o 5] | |

COMMUNIGATION ARTS IN FILIPING II: FILIPING
1. Filipino FOR FOREIGN STUDENTS - CONVERSATIONAL 2\' %)01222013 -
FILIPIND SRR

Remove

* Btudent can select up to 20 courses from each preferred university. However, approved courses depend on host university
decision (approximately there will be only 4 to 5 courses).

Figure 21. Courses Edit

Click the Remove link in the Action column to remove courses that have been
previously selected. A message like as shown in Figure 22 will appear.

Are you sure to remove this data 7

Figure 22. Dialog Page to Remove the Courses from the List

15



10. Click & if you wish to delete and if you wish to cancel
the process. If you click on the links Courses on the Courses column the details
of courses as described in the previous Courses will be shown in Figure 18.

Hi di 4. You are login a a | LOGOUT
+) COURSES
View Courses Course Detail
Wiew Courses by Term
[N B ies I SoEnIe Course Title COMMUNIGATION ARTS IN FILIPING II: FILIPINO FOR FOREIGN STUDENTS - CONVERSATIONAL
\iew Courses by Programme & Term FILIPING
Search Courses Course FIL 12.1
Code
Credit 3
») PROGRAMMES
Semester 2
Offered
View Programmes
Degree Undergraduate

Search Programmes
Programme  Filipino

This is a course on Filipino in simple conversation or everyday situations that leads to reading,
comprehension, and composition writing, with topics and themes derived from readings on contemporary
Philippine life and culture.

Course
Description

Prerequisite

Other
Description

Figure 23. Course Detail
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Required Documents

The following are the steps in the process of complementary to the Required
Document:

Select STEP 4: Required Documents => press button to select the
image file to upload = press the button to save the file to upload
photos. A confirmation page will state that the uploading has been successful, such
as shown in Figure 24 and 25.

ASEAN | ASFAN Credit Transfer System
Universi

Network AUN - ACTS Secretariat S e 0 22" P lam— * |

Main Page About AUN-ACTS Application Courses Scholarships Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as applicant, Universitas Indenesia | LOGOUT
+) PROCESSES
STEP 4: Personal Details Apply Online

STEP 2: Host University
STEP 3: Proposed Courses

STEP 4: Upload all required documents

STEP 5: Review Application

Change Password Step 4.1: Upload photograph
Name :  Dina
Email : dinamardia@ui.ac.id

Please upload a color Passport Size Photograph in JPG format with a maximum file size of 1000KB.

File of the Photograph = Choose File | dina jpg
[<< oo -

Figure 24. Photograph Upload

AS,‘W“.W ASEAN Credit Transfer System R m—
Network AUN - ACTS Secretariat TN e > C= P e * |

Main Page About AUN 3 Application Courses Bcholarships Contact Us Manual

@ui acid. You are login as applicant, Universitas Indonesia | LOGOUT

Hi dina.mard

+) PROCESSES
STEP 1: Personal Details Apply Online

STEP 2: Host University
STEP 3: Proposed Courses

| STEP 4: Required Documents | STEP 4: Upload all required documents
STEP 5: Review Application
Change Password Step 4.2: Upload TOEFL/AELTS Certificate

I Your photograph is successfully uploaded ]

Mame Dina
Email

Please upload your copy of TOEFL/ELTS certificate in JPG or PDF format with a maximum file size of 1000KB.

File of the Certificate : Choose File | Mo file chosen

[ << ooc [ suors Corcne

Figure 25. Confirmation of successful photo upload and Toefl/IELTS Certificate Upload Page
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After a confirmation page will state that the photo has been successfully uploaded,
upload TOEFL/IELTS Certificate, press h button to select the file to be
uploaded as shown as Figure above - press the button to save

the file to be uploaded. A confirmation page will state that the certificates have
successfully uploaded. The page appears as in Figure 26.

Apply Online

STEP 4: Upload all required documents

Step 4.2; Upload TOEFLIELTS Certificate

[You have been uploaded your certiﬁcate.]

Mame . Dina
Email . dina.mardia@ui.ac.id

Please upload your copy of TOEFLAELTS cerificate in JPG or PDF format with a maximum file size of 1000KE.

File of the Certificate 3 Choose File | Mo file chosen
-

Figure 26. Confirmation of TOEFL Certificate Upload

A Student can upload other supporting documents if any, like certificates and others.
After uploaded TOEFL/IELTS Certificate successfully, click button to

show the page for upload supporting documents (students can upload up to 3
documents), press the button to save the document and
button to proceed to the next step: Review Application.

18



SEAN | ASEAN Credit Transfer System

A
g : i o
Network AUN - ACTS Secretariat T vl * =" D lm— * |

Main Page About AUN-ACTS Application Courses Scholarships Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as applicant, Universitas Indonesia | LOGOUT

¥} PROCESSES

STEP 1: Personal Delails Apply Online
STEP 2: Host University
STEP 3: Proposed Courses

STEP 4; Required Documents STEP 4: Upload all required documents
STEP 5. Review Application
Change Password Step 4.3.2: Upload supporting documents such as Student Invalvement & Leadership Record or other certificate

[Your supperting document 1 is successfully uploaded. ]

Name
Email

Please upload your copy of TOEFLAELTS certificate in JPG or POF format with a maximum file size of 1000KB

File ofthe Learning Agreement = Chooese File | No file chosen

Suoms orumerts -

Figure 27. Upload Supporting Documents

Review Aplication

To see all the uploaded files, select the Review Application menu as described
before. The application will appear as shown in Figure 28.

If you want to see the details of the courses or want to add more courses, please click
the link “To see details about courses click here” then it will show the page
Proposed Courses as in Figure 18, to add more courses, please follow step Propose
Courses above.

Press button to print the application and then send the printed
application (PDF version) to IRO of your university.
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il - ASEAN
o ==, ASEAN | ASEAN Credit Transfer System
Netwade | | AUN - ACTS Secretanat

R L T

o PR PO £ TR
RS A T P

LANGUAGE COMPETENCE

Figure 28. Review Aplication
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i e i [

| ACTS Student Applcation Form |

ASEAN
[

University

‘ Network

ASEAN UNIVERSITY NETWORK STUDENT MOBILITY
STUDENT APPLICATION FORM

DEGREE PROGRAMME : Undergraduate

PROGRAMME . Accounting
This application should ba complated in BLACK in order to be aasily copied, faxed or amailad.

STUDENT'S PERSONAL DETAILS

Eumame (=5 appears on passpor)

[First Mama  Dina

Flaca/Date of Birth _ Bukittinggifi 1-11-1990

[Bex  Female

Mationality  Indonesia

assport Mumber ssuing Country

Date of lssue
fdtmmiyy)

Date of Expire
fcdtmmiyy)

Email dina mardiai@ui_ac.id

[Contact Address. Fermanent Address (if differant)
Hakarta

Phone { Mobile Phone  +32 81383019186 FPhone

[Fax o

[Diatary Concemn

HOME UNIVERSITY

fMame  Universitas Indonesia

laddress

B2-21-TB5 7222 ext. 100 520, 62-21-7888 0139

FPhona Universitas Indonesia, Fax B2-21-7888 0139 Email  icui@uiacid
[Depok Campus 1642

Plajor 'Yaar in University GFPA

Jccounting u £]

An oificial scademic Iranscrpt mus! be submilled as part of your snmolmen package

Please complele and submil this form by 3 moviths Before fe sermesiter sarls Paga 1

Figure 29. Print out Application
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Change Password

1. You can change your password by select Change Password menu as shown in
Figure 30.

ASEAN
Universi

iversity
‘V Network

About AUN-ACTS

ASEAN Credit Transfer System
AUN - ACTS Secretariat

Wain Page

Application Courses Scholarships Contact Us Manual

Hi dina.mardi

cid. You are login as applicant, Universitas Indonesia | LOGOUT
») PROCESSES

CHANGE PASSWORD

STEP 1: Personal Details
STEP 2: Host University

STEP 3. Proposed Courses

STEP 4: Required Documents Username dina.mardia@ui.ac.id

STEP 5: Review Application I ™

Change Password
New Password 1 [esssses * At least 6 characters.
Retype Mew Password 0 |essesss|

e

Figure 30. Change Password

2. 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 31.

») PROCESSES

STEP 1: Personal Details
STEP 2: Host University
STEP 3: Proposed Courses
STEP 4: Required Documents
STEP 5. Review Application
Change Password

Hi dina.mardia@ui.ac.id. You are login as applicant, Universitas Indenesia | LOGOUT

PASSWORD CHANGE

Update was successful

Figure 31. Change Password Confirmation
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Student (Nominated)

After a phase of Registration, Home University will review and selection of the
Applicant. Home University nominates students and verify the approval for Host
University based on student’s proposed Host University.

Processes

Having been nominated by your Home University, you will get a username (your
submitted email address during the Apply Online) and a password. To view the
completed application and previously required documents, do the following steps:

1. Log in by entering your username and password then press the _L28in_ putton as
shown in Figure 32.

ASEAN | AQFAN Credit Transfer System AT
Universt ’ JN Membe
Network AUN - ACTS Secretariat % e o * C=° D> m— * |

Main Page Abou Application

© LOGIN

ACTS ONLINE APPLICATION  GLK
Usemame: dina.mardia@ui.ac.ic

Password: |«+-=- | ]

Logn] ———

Apply Online
Now!

© CALENDAR

Mon, 19 Mar 2012

[sul ol 1ulwe[m]rr]sa]
3

4 10
" 17
Welcome Remarks
18 18 24
25 bt

Message from Junaidi, M.A., Chair of the AUN-ACTS
Secretariat.

Message from Assoc. Prof. Dr. Nantana Gajaseni, AUN
Executive Director.

1would like to welcome you to our
ASEAN Credit Transfer System
website hosted by Universitas

1 would like to warmly welcome all
students and visitors to the official

website of "ASEAN Credit Transfer iy

Indonesia. This website is specially
designed to facilitate student
mobility among ASEAN University
Metworks (AUN}) member
universities through its on-line
system.

-

As the world is becoming more globalized, the flow of
people from ene country to another country and from one
region to another have increased from time to time. In our
case, the flow of students from one university to another
is getting more comman. This mobility brings students to
the world and exposes them to different knowledge and
experience which they will need after they graduate. In the
context of ASEAN we would like our young future leaders

System (ACTS)" which will help you
get well prepared and ready when
4 applying yourself to the student
G exchange programme. Nowadays,
the world is entering into the

moment we called "digital era”, the
AUN Secretariat and our Member Universities realize the
essence of adapting ICT, as one of educational tools, in
facilitating and making easy access for our ASEAN
students to the educational information and opportunities.

This website provides students and visitors more
information about the scope and mechanism of the
ASEAN Credit Transfer System, its procedures, key

.aseansec.org

© DOWNLOADS

2> ACTS Brochure

» ACTS Manuals

2> ACTS Procedure Flowchart

»  ACTS Academic Calendar

Figure 32. Login Page

2. After the authentication process is successful, it will appear as a student home

page as shown in Figure 33.
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Network

Main Page

ASEAN Credit Transfer System
AUN - ACTS Secretariat

Application Cours holarships Contact Us Manual

») PROCESSES

Review Application

Host University

Courses

Submit Phatograph

Submit TOEFL Cerlificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Passport

Confirmation of Enroliment
Submit Learning Agreement
Courses Grade

Change Password

Hi dina mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

Call For Application!

Posted on 2011-11-21 09:57:17 by ACT

AUN-ACTS Secretariat in collaboration with AUN Secretariat and AUN Member Universities is pleased to announce the
registration period of AUN Student Exchange Programme for the second semester of 20

ax Read More »a»
Student Registration Is Now Open
Posted on 2011-01-28 17:31:12 by Admin

Student can start ta apply online through the system. Before apply, it would be better to see the description on how to join the
ASEAN University Metwork (AUN} Exchange Program under the ASEAN Univ

«« Read More »»

The 2nd AUN-ACTS Steering Committee Meeting

Posted on 2011-01-28 17:31:12 by Admin

The 2nd AUN-ACTS Steering Committee Mesting held in January 2010 hosted by Vistnam Mational University in Ho C

ax Read More »a»

The 1st AUN-ACTS Steering Committee Meeting
Posted on 2011-01-28 17:31:12 by Admin

The ASEAN University Metwork (AUN) in cooperation with De La Salle University held the 1st ASEAN University Network -
ASEAN Credit Transfer System (AUN-ACTS) Steering Committee Meeting on 25-26 M

«« Read More »»

«z« More News z»

Figure 33. Student Home Page
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1. In these pages, you can review your application which has been registered
previously. The Review Application menu page as shown in Figure 34. In this
pages, student can view Alternate Host University status (approved or decline).

5 CiEoh., | ASEAN Croan Tran—rer Sy=tem
= RIEEE AUN - ACTS Secretaniat

e T S . .

ENCY CONTACT Whom to noury in case of emeraency)

Figure 34. Review Aplication
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2. Press the [EEEESEEEEET putton if you would like to edit the data field as

shown in the following Figure 35.

EDI

DAaTA

Student's Parsonal Derails

Surname (as spoears on Sassoort)

st rrne Dina S
Place or S Bukittingai -
Date ursi 1990-11-11
seox = Male @ Famale -
raatonant Indonesa -
L-ma ainamarsia@uracia =
Contact agaress Jakarta
Fhonc s Mobllc Phone 132 81383019186 -
Fax

Permanent address of airerenty

Current Gia

@ AL Stucy Aavard
Seirsupport

Exchangs Schisms
9 Others

et £ren SErTOTS r e ST
enoa ot Stuay tat Hest Unversiyy | 1 ull Acadenmie Year [=] =
Fasspon Mumber
I1ssuing Sountry
Late orissue [l Format Dy Y-Mm-Do1
Late or expire [l Farmat Doy y—rama-no
Lictary Goneern
Language Computence
Torm Score
=T Score
Sthers score
(Ftanne indicate the lewel Gf fhe languase FExcaliant £ Cood £ Eie oo
4. Manve Languace Inconesia -
MiLinng = Excellent @ CGooa 0 rFair €0 Poor =
eamng Excellent @ Gooca @ Fair @5 Poor-
Speaking T Excellent & Gooa 0 Fair 0 Foor =
Listening o Exceivnt ® Cooda @ Fanr @ Poor -
2 Cnotish =
writing = Exceliont ® Cooa @ Fanr @ Poor -
Reaana = rxeellent @ Good @ Cair © Coors
Apeaking ' Excellent @ Sooa @ Far @ Poor -
Listening = rxeellant ® Good @ Cair @ Coors
Smers: ¢
A
=
Student Invohmement and | aadershin Record (7 A0
From Ta Campany s - RO T Pasition
DY Y Y- -D 0] DY Y Y- IAM-D 5] Srganication e " X il in Company.
Ermsrgency Contact
Mmoo to notny 1 case or emergency)
Full Mame sdgfdg -
Ralationsnip T -
saaress sarsar -
rhane
Mo ~62 81301236466 -
rax
Ea—
Letter of motvaton
Ioase Stare e reasons Wy YOU WISH 10 Sty SDIoad I DU WOrda)

Adestes. ~ rrreest

[

Fhonec
s
Country nasncsia
Horme Universily Universilas Indonesis
Actcarass Ulniversitas Indonesia, Depok GAampis 16424, Indonesia
Fhone B2 21 /86 U oXE TUU DRU. B2 21 /BES 0139
Fux s2.21.7ss= 0139
ettt i@ An i
Deares Undcrgraduate  [=] =
Accounting = -
Mo ar please fllin your major below
Student Mumber 1408250086 =
Wearin Home Univarsit 1 =
= & eianl aieeretesrrric: tramrrserigal - rriittect s et or yeen

Figure 35. Edit Data
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2. Complete the data form and press the button to save the edited data.

In this page, displayed list of alternate Host University selected as well as the status
of approval by the Home University and Host University, as shown in Figure 36.

») PROCESSES

Review Application

Courses

Submit Photograph

Submit TOEFL Ceriificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Passport

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

Apply Online

Alternate Host University

You can select 1 up to 3 different alternate Host University
However, you still need approval from your Home University
You can select different university in different country.

Please check the offered term at your alternate Host University,
Confirmation of Enroliment

Submit Learning Agreement

Courses Grade 1. Country Brunei Darussalam
Change Password Host University University Brunei Darussalam
Term 2011/2012-2
Status Approved by Home University. Waiting for confirmation from Host University.
2. Select Country Thailand
Haost University Burapha University
Term Summer 2011
Status Approved by Home University. Waiting for confirmation from Host University.
3. Select Country Cambodia E[

Huost University Royal University of Law and Economics E

Term 2011/2012-2 E Offered Term:2011/2012-2, 2011120121

Status Not yet/ not approved by Home University

El -

Figure 36. Alternate Host University

When Home University nominate student to Host University, Host University will
get notification email about student’s data. Host University will review and verify
the approval for student’s proposed courses.

In “Courses” menu, displayed the list of Alternate Host University and each status.
The status could be: “Not yet/not approved by Home University”, “Approved by
Home University. Waiting for confirmation from Host University”, “Accepted by
Host University”, “Not accepted by Host University”, and “Confirmed to enroll to
this Host University” as shown in Figure 37.



») PROCESSES

Review Application

Host University

Submit Photograph

Submit TOEFL Cerlificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Passport

Confirmation of Enroliment
Submit Learning Agreement
Courses Grade

Change Password

Hi dina. mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

COURSES

Student can select up to 20 courses from each preferred university. However, approved courses depend on host university
decision (approximately there will be only 4 to 5 courses).

Alternate Host University

1 University Brunei Darussalam Accepted by Host University

Approved by Home University. Waiting for confirmation from

2 Burapha University Host University

3 Royal University of Law and Economics Accepted by Host University

/

Alternate Host
University

Accepted HOSt —a—
University

Accepted Host University.

ALTERNATE

Name of University University Brunei Darussalam

Country Brunei Darussalam

Term of Study 20112012-2

Course | Cred
H COHEEe -

Agricultural  BCONOMICS 300 pacpeior of Business 201120122 BE 2401 4
Farm Management
2 Algorthms and Data Stuclures  Bachelor of Science 201120122 §82202 4 =@

Add Courses Edit Unapproved Courses
ALTERNATE

Name of University Royal University of Law and Economics

Country Cambodia

Term of Study 20112012-2

- - Course | Credit =
H

: Bachelor of
v d -
Histony of Teles Relaion ' an International 201120122 m 3 S|
Institution (1)
Relations

Add Courses Edit Unapproved Courses

Nominated Host
University
Approved by
Home University

—

Hominated Host University approved by Home University

ALTERNATE

Name of University Burapha University
Country Thailand
Term of Study Summer 2011
5 Course | Credit =
H e
BA.in

Add Courses
Edit Courses

Communication Skills
for Human Resource
Development

1 Beginning Japanese Summer 2011 954101 3

Figure 37. Courses
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Approved courses by Host University will have checked (in “Action” column).
Student can edit non-approved courses by press button >
click Remove link as shown in Figure 38.

EDIT COURSES

Royal University of Law and Economics

B
Bachelor of International

Relations
* Student can selectup to 20 courses from each preferred university. However, approved courses depend on host university
decision (approximately there will be anly 4 to 5 courses).

History of Inter. Relation and Institution (1) 20112012-2

Figure 38. Edit Courses

Student can also add courses if the proposed courses haven’t reach maximum 20
courses. Press the button to add courses and will appear page as shown
in Figure 19 above.

Because at the registration Applicant has already done this step, in this pages display
“You have been uploaded your photograph” as shown in Figure 39.

ASEAN Credit Transfer System
AUN - ACTS Secretariat

(SN i @ =D —

Main Page About AUN-ACTS Application Courses Scholarships News Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

») PROCESSES
i esa) Pl e PHOTOGRAPH UPLOAD
Host University
S You have been uploaded your photograph
Submit Photograph

Name Dina
Submit TOEFL Certificate
Submit Supporting Document 1 Email dina.mardia@ui.ac.id
Submit Supporting Document 2 Please upload a color Passport Size Photograph in JPG format with a maximum file size of 1000KB
Submit Supporting Document 3
e File ofthe Photograph Choose File | dina_jpg

Submit Passport
Confirmation of Enroliment e

Submit Learning Agreement
Courses Grade

Change Password

Figure 39. Photograph Upload
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If you want to change the data do the following steps: Select menu Photograph
Submit - press h] button to select the image file to upload - press the
button to save the file to upload photos. A confirmation page will
state that the uploading has been successful, such as shown in Figure 40.

Foto Upload

Your photograph is successfully uploaded. Thank You.

Figure 40. Confirmation of Foto Upload

Because at the registration Applicant has already done this step, in this pages display
“You have been uploaded your certificate” as shown in Figure 41.

ASEAN Credit Transfer System X .
AUN - ACTS Secretariat S o 5" P me— * ]

Main Page About AUN-ACTS Application Courses Scholarships Contact Us Manual

Hi dina.mardia@ui ac.id. You are login as student, Universitas Indonesia | LOGOUT

») PROCESSES
Fered bt TOEFL/IELTS CERTIFICATE UPLOAD
Host University
ot You have been uploaded your certificate.
Submit Photograph

Name :  Dina
Submit TOEFL Cedificate
Submit Supporting Dacument 1 Email 1 dinamardia@ui.ac.id
Submit Supporting Document 2 Please upload your copy of TOEFL/IELTS certificate in JPG or PDF format with a maximum file size of 1000KB
Submit Supporting Document 3
o J File ofthe Certificate £ Choose File | Sertifikat jpg

Submit Passport
Confirmation of Enraliment —~—

Submit Learning Agreement
Courses Grade

Change Password

Figure 41. Submit TOEFL Certificate

If you want to change the data do the following steps: Select menu Submit TOEFL
Certificate - press [ehoese Fite | putton to select the files to be uploaded - press
the button to save the files to be uploaded. A confirmation page
will state that the files have successfully uploaded. The page appears as in Figure 42.
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TOEFL Certificate Upload

Your certificate is successfully uploaded. Thank You.

Figure 42. Confirmation of TOEFL Certificate Upload

If at the registration Applicant has already done this step, in this pages display “You
have been uploaded your certificate” as shown in Figure 43.

/2N, ASEAN | ASEAN Credit Transfer System
x. University
Network | AUN - ACTS Secretariat

SN i o =D — 4

Main Page About AUN-ACTS Application Courses Scholarships Contact Us [EGIET]

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

¥) PROCESSES
e SUPPORTING DOCUMENT 1 UPLOAD
Haost University
iz Bl You have been uploaded your cerificate.
Submit Photograph

Name Dina
Submit TOEFL Certificate
Submit Supporting Document 1 Email dina.mardia@ui.ac.id
Submit Supporting Document 2 Please upload your copy of TOEFLAELTS certificate in JPG or PDF format with 3 maximum file size of 1000KB.
Submit Supporting Document 3
il File ofthe Learning Agreement Choose File | No file chosen

Submit Passport
Confirmation of Enrollment -

Submit Learning Agreement

Courses Grade

Change Password
select one or more if you have
document to upload

Figure 43. Supporting Document Upload

If you want to change the data _do the following steps: Select menu Submit
Supporting Document - press [choose Fie | hutton to select the files to be
uploaded - press the button to save the files to be uploaded. A
confirmation page will state that the files have successfully uploaded. The page
appears as in Figure 44.
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Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT
») PROCESSES

Review Application Suppoerting Document 1 Upload

Host University

Courses

Submit Photograph Your supporting document 1 is successfully uploaded. Please upload another supporting document. Thank you
Submit TOEFL Cerlificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Passport

Confirmation of Enroliment
Submit Learning Agreement
Courses Grade

Change Password

Figure 44. Confirmation of Supporting Document Upload

Student is required to submit his/her passport to the system. To submit the passport
select Submit Passport menu - press _] button to select the files to be
uploaded - press the button to save the files to be uploaded. The
page appears as in Figure 45.

e~ ASEAN Credit Transfer System
Network | AUN - ACTS Secretariat

BN s e =D — ]

Main Page About AUN-ACTS Application Courses Scholarships Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

+, PROCESSES
Review Application PASSPORT UPLOAD
Host University
Courses
Submit Photograph
Submit TOEFL Certificate Hame = e
Submit Supporting Document 1 Ema dina mardia@ui acid
Submit Supporting Document 2 Please upload your copy of passport in JPG format with a maximum file size of 1000KB
Submit Supporting Document 3 e : w ———_—

Submit Passport

Caonfirmation of Enroliment
Submit Learning Agreement

Courses Grade

Change Password

Figure 45. Passport Upload

A confirmation page will state that the files have successfully uploaded. The page
appears as in Figure 46.
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Hi dina. mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT
») PROCESSES
Review Application Passport Upload
Host University
Courses
Submit Photograph Your passport is successfully upleaded. Thank You.
Submit TOEFL Certificate
Submit Supperting Document 1
Submit Supporting Document 2
Submit Supperting Document 3
Submit Passport
Confirmation of Enroliment
Submit Learning Agreement
Courses Grade

Change Password

Figure 46. Confirmation of Passport Upload

If you have upload your passport, when you select Submit Passport menu, the page
will display “You have been uploaded your certificate” as shown in Figure 47.

ASEAN Credit Transfer System
AUN - ACTS Secretariat

SN s o =D —

Main Page AUN 5 Application 5 Scholarships g Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT
», PROCESSES

Review Application PASSPORT UPLOAD

Host University

ot You have been uploaded your certificate.
Submit Photograph
Name Dina

Submit TOEFL Certificate
Submit Supporting Document 1 Email : dina.mardia@ui.ac.id
Submit Supporting Document 2 Please upload your copy of passport in JPG format with a maximum file size of 1000KB.
Submit Supporting Document 3 =

ER File of passport i Choose File | No file chosen

Submit Passport

Confirmation of Enrollment
Submit Learning Agreement

Courses Grade

Change Password

Figure 47. Uploaded Passport

In this menu, if the student has accepted by one or more Host University, he/she has
to confirm his/her enrollment by select one Host University. The page appears as in
Figure 48.
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ASEAN | ASEAN Credit Transfer System
Universi

Network | AUN - ACTS Secretariat S e * = > e * |

Main Page About AUN-ACTS Application Courses Scholarships News Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

») PROCESSES
S CONFIRMATION OF ENROLLMENT
Host University
Courses
Submit Photograph Accepted Host University
Submit TOEFL Certificate
Sele[:ted

Submit Supporting Document 1 “ Host University Accepted Courses
Submit Supporting Document 2
Submit Supporting Document 3 University Brunei Darussalam 1. Algorithms and Data Structures
Submit Pagsport o

2 Royal Universiy of Law and
Confirmation of Enroliment ' Economics

Submit Learning Agreement
Courses Grade

Change Password CONFIRM

Figure 48. Confirmation of Enrollment

To confirm the enrollment, select Confirmation of Enrollment menu - select one
Host University by click button on Selected University column - press the
button to save the selected Host University. A confirmation window will
appear as shown in Figure 49.

[& The page =t actsuiacid says R |

Are you sure you want to select this Host University?
Motification of confirmation will be sent to you, Home
University, Host University and AUM-ACTS Secretariat.

| ok || Cancel |

Figure 49. Enrollment Confirmation Window

Click L 1 if you want to continue or click if you want to
cancel the process. If you click _ notification of confirmation email will
sent to student, Home University and AUN-ACTS Secretariat. The page as shown in
Figure 50 will appear.
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ASEAN | ASEAN Credit Transfer System
niversy

e

' Network | AUN - ACTS Secretariat

SN s e = D =

Main Page About AUN-ACTS Application Courses Scholarships Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT
») PROCESSES

e CONFIRMATION OF ENROLLMENT

Host University
Courses
Submit Photograph Accepted Host University

Suomit TOEFL Certiicate You have confirmed to select this

Submit Supporting Document 1

Submit Supporting Document 2 Host University Accepted Courses

Submit Supperting Document 3

Submit Passport University Brunei Darussalam 1. Algorithms and Data Structures
| Confirmation of Enroliment |
Submit Learning Agreement | Please print the Learning Agreement here,

Courses Grade

Change Password

Figure 50. Confirmed Enrollment Page

After confirm the enrollment, student have to print the learning agreement (PDF
version) by click the link to print the learning agreement as shown in the page above.
Learning agreement has to be signed by student, Home University and Host
University.
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ASEAN
University
Network

ASEAN UNIVERSITY NETWORK STUDENT MOBILITY
LEARNING AGREEMENT

ACADEMIC YEAR : 2011/2012-2
PERIOD OF STUDY : 1 Full Academic Year
DEGREE PROGRAMME : Undergraduate
PROGRAMME . Accounting

umame (a5 appears on z
irst Mame -_Dina
lace/Date of Birth :_Bukitlinggi11-11-1990

ex ._Femals

tudent Number : 140825006
= 5 = =

lome |

[Country - In:bne.sia

DETAILS OF THE PROPOSED STUDY PROGRAMME ABROAD / LEARNING
AGREEMENT

[Host Uni i [ Uni ity Brunei D
iy | Brunsi D
HOST UNIVERSITY
No |Course Code Study Programme Course Title Term Cradit
Unit
1 2702 Bachelor of Sciance [igorithms and Data Stuctures 011/2012-2 4
Fage 1
“Please attach cowurse descrphon from both home and host wamhersily
Student’s Signature
Date:
HOME UNIVERSITY
‘We confirm that the me of g nis
Dean's Sgnature Director of i Offica’s
Date: Date:
HOST UNIVERSITY
Wa confirm that the me of ing is
Dean's Signature Directar of i ions Office's Sk
Date: Date:
Fage 2

Figure 51. Learning Agreement
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After the learning agreement has been signed by student, Home University and Host
University, student has to upload the scanned learning agreement to the system. To
upload learning agreement, select Submit Learning Agreement menu -> press
_] button to select the files to be uploaded —-> press the
button to save the files to be uploaded. The page appears as in
Figure 52.

AsAN ASEAN Credit Transfer System
)" University

W Network | AUN -ACTS Secretariat

SN e =D

Main Page About AUN-ACTS Application Courses Scholarships Contact Us Manual

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

+) PROCESSES

Review Application LEARNING AGREEMENT UPLOAD

Host University

Courses

Submit Photograph MName Dina

Submit TOEFL Cerlificate Email dina.mardia@ui.ac.id

S SDneRaG Macliisa s Please upload your copy of TOEFUIELTS certificate in JPG or PDF format with a maximum file size of 1000KB

Submit Supporting Document 2
Submit Supporting Decument 3 File of the Learning Agreement Choose File | Mo file chosen

Submit Passport 5
Submit Agreement

Confirmation of Enrollment

Submit Learning Agreement

Courses Grade
Change Password

Figure 52. Learning Agreement Upload

A confirmation page will state that the files have successfully uploaded. The page
appears as in Figure 53.

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT
») PROCESSES
B A icaRon Learning Agreement Upload
Host University
Courses
Submit Photograph Your certificate is successfully uploaded. Thank You.
Submit TOEFL Cerlificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Pagsport
Confirmation of Enroliment
Submit Learning Agreement
Courses Grade

Change Password

Figure 53. Confirmation of Learning Agreement Upload

If you have upload your learning agreement, when you select Learning Agreement
menu, the page will display “You have been uploaded your certificate” as shown
in Figure 54.
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») PROCESSES

Review Application

Host University

Courses

Submit Photograph

Submit TOEFL Certificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Passport

Confirmation of Enroliment
Submit Learning Agreement
Courses Grade

Change Password

Hi dina. mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

LEARNING AGREEMENT UPLOAD

You have been uploaded your cerfificate. I

MName : Dina
Email dina.mardia@ui.ac.id
Please upload your copy of TOEFLAELTS certificate in JPG or PDF format with a maximum file size of 1000KB

Choose File | No file chosen

File of the Learning Agreement

Submit Agreement

Figure 54. Uploaded Learning Agreement

In Courses Grade menu, if the Host University already input the student grade,
student can view the grade. The page appears as in Figure 55.

Main Page

ASEAN Credit Transfer System
| AUN - ACTS Secretariat

Application Courses

Scholarships

*) PROCESSES

Review Application

Host University

Courses

Submit Photograph

Submit TOEFL Certificate
Submit Supporting Document 1
Submit Supporting Document 2
Submit Supporting Document 3
Submit Passport

Confirmation of Enroliment

Submit Leaming Agreement

Change Password

Hi dina.mardia@ui.ac.id. You are login as student, Universitas Indenesia | LOGOUT

COURSES GRADE

Confirmed Host University

PREFERENCE

Mame of University University Brunei Darussalam

Country Brunei Darussalam

Term of Study 2011/2012-2

Course
Hm

Algorithms and Data 201152012
Structures 2

edit | Final | Host | ACTS | ACTS
Unit Score | Grade | Credit | Grade

1 Bachelor of Science 852202 4

View Details

Figure 55. Courses Grade

To view grade detail, press button. The page appears as in Figure 56.
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Hi dina. mardia@ui.ac.id. You are login as student, Universitas Indonesia | LOGOUT

¥, PROCESSES
Review Application COURSES GRADE
Host University
Courses
Submit Photograph Confirmed Host University
Submit TOEFL Certificate
ot Supporing Document prezerence _______________________________________|
Submit Supporting Document 2 Name of University University Brunei Darussalam
Submit Supporting Document 3 Country Brunei Darussalam
Submit Passport Term of Study 2011/2012-2

Confirmation of Enrollment

Eangs P o Programme : Bachelor of Science
Course Title Algorithms and Data Structures
Course Code : 882202
Host University Credit T4
Term 2011/2012-2

Duration of Course T
Final Score i
Host University Grade -
ACTS Grade -
ACTS Credit S

* Please refer to ACTS Grading Scale
** Please refer to ACTS Credits

Back

Figure 56. Courses Grade Detail

Change Password

Student can change password by select Change Password menu as shown in Figure
30 & 31 above.
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CLOSING

For enquiry and technical matters, please contact:
AUN-ACTS Secretariat / International Office

- Khairunnisa : Enquiry matters
- Rahmawati : Technical matters

Central Administration Building, 1st floor
Kampus Universitas Indonesia
Depok 16424- Indonesia

Ph 1 (62-21) 78880139, 786 7222 ext.100520

Fax 1 (62-21) 7888 0139, 727 0017

Email  : secretariat@acts.ui.ac.id

- Junaidi, M.A. : Deputy, AUN-ACTS Secretariat

Deputy Head, International Office
- Prof. Dr. Multamia RMT Lauder, Mse., DEA : AUN-ACTS Steering Committee
Director of Education Ul

- Head of Information System Development and Services : Prof. Dr. Ir. Riri Fitri Sari M.Sc., MM.

- Supervisor . Ir. Wahyu Catur Wibowo MSc., Ph.D.
- Web Developer : Rahmawati
- Technical Writer : Dina Mardia
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