Online application submission instruction addendum

I. Converting required documents to digital files:

Convert all the required documents into the designated type of digital files. Digital files can
be created by selecting “pdf” format in either printing or saving process. If you need to convert
paper documents for example, academic transcript, certificate of graduation, or certificate of
expected gradation, etc., you may use your camera equipped smartphone or digital camera to take
photo of these paper documents. Please save every photo document in jpg format. DO NOT USE HEIC
FORMAT USED IN IPHONE.

Maximum size of each document to upload is 800 Mbytes.

2. Renaming the file name:
Filename of all the digital documents or photo files will need to be renamed based on the file

name format rule. Please check the table below for proper file name syntax and renaming rule.
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Document Folder File Type File name
Notification of result of Preliminary A pdf A-Prel iminary. pdf

Screening
(Only successful applicants for

preliminary screening)

Documents Checklist F pdf, jpg F-Checkl ist. pdf

Certificate of Remittance (for A pdf, jpg A-Remittance. jpg

application fee)

Masters Program C pdf C-MSSoP. pdf

Statement of Purpose (SoP)
Masters Program C pdf C-MSQA. pdf

Questions (Method A/Method B)

Doctors Program C pdf C—PhDPFODOO l. pdf

Research Plan

Certificate of Graduation or Expected A pdf, jpg A-UGCertificate. jpg
Graduation from Undergraduate

Program

Certificate of Degree or Expected A pdf, jpg A-UGDegree. pdf

Degree from Undergraduate Program

Official Academic Transcript from A pdf, jpg A-UGTranscri pt. pdf

Undergraduate Program

Certificate of Completion or Expected A pdf, jpg A-MSCertificate. pdf
Completion of master’s degree

Program

Certificate of Degree or Expected A pdf, jpg A-MSDeg ree, jpg

Degree of master’s degree Program




Official Academic Transcript from a A pdf, jpg A-MSTranscript. jpg

master’s degree Program

Resume of Employment History A pdf A-Employment. pdf

Proof of Language Proficiency A pdf, jpg A-Language. jpg
HEHLY e-mail I T

etter of Recommendation e-nail’ed BY RECOMMENDER

(GID) Score of TOEFL iBT or IELTS B pdf, jpg B-GIDLanguage. jpg

(GID) Portfolio D pdf D-GIDPortfolio. pdf

(GID) Statement of Purpose D pdf D-GIDSoP. pdf

(CEMS) CcV B pdf B-CEMSCV, pdf

(CEMS) Statement of Purpose D pdf D-CEMSSoP. pdf

(CEMS) Language Proficiency B pdf, jpg B-CEMSLanguage. jpg

Certificate

(CEMS) Transcript B pdf, jpg B-CEMSTranscript. jpg

(CEMS) Mother Tongue Declaration B pdf, jpg B-CEMSMotherTongue. jpg

Form

(CEMS) Grade Point Calculation Sheet B pdf, jpg B-CEMSGrade. pdf

(CEMS) Additional Documents E pdf, jpg E-<DOCUMENTNAME>, pdf

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. pdf

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. jpg

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. mp3

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. mp4

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. mov

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. avi

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. wmv

Other Document(s) E pdf, jpg, mph--: E-<DOCUMENTNAME>. png

Other Document(s) E pdf, jpg, mph--: E-<DOCUMENTNAME>. tga

Other Document(s) E pdf, jpg, mph--- E-<DOCUMENTNAME>. ai




3. Create 6 folders from A to F, move files to appropriate folders:

Create 6 folder shown in table rule below, move all the files to according folders.
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Create 6 folders and move files to according folders

A B D

& A-Application & B-CEMSCV & D-CEMSSoP
@ A-Employment |&| B-CEMSGrade @ D-GIDPortpolio
l A-Language g_] B-CEMSLanguage @ D-GIDSoP

§| A-MSCertificate
& A-MSDegree
& A-Preliminary

®| B-CEMSMotherTongue
@ B-CEMSTranscript E
| B-GIDLanguage ) E-MS-Additional-1
| E-MS-Additional-2
&) E-MSPortfolio-1

@ E-MSPortfolio-2

| E-PhD-Additional-1
§| E-PhD-Additional-2

& A-Remittance
| A-UGCertificate

& A-UGDegree-1 C
C A-UGTranscript

@ C-MSQA
@ C-MSSoP
@ C-PhDProposal

=

@ F-Checklist

4., Compress and archive each folder

19

¥ el 1
A XOLIALE 1T - = -
] . mm Windows BAZERR
. W LB oPIRGE

A{vy PRURLLAROLE

Wincows Mecks Raed R HCBASAL

Wirdiowns Viechs Maper TAS T

TAA2YeRb >
3 Wiions Defenter TR4107 3

7#)!17—’&53’7““
TIOADEI N I TA=a—%E&R

THIERET UG

:»’:f;;:]-;[‘/i!l( r%%J —)
S e EMGipHKR) 741015 —,
B Yirre T (I beam w5
L Faass ‘ kit 3
e s
5 mowFsers prsie
Juny«
Windows English open

Open I new window

Pin 3o Quick access

[0 scan with Windows Defender.

F Groe mcress %0 >
Choose the folder, click the right e revios v )
Iacuge n ibory

mouse button to show the menu,

Pin 0o Start

select cto >| @ Sumsoon derce
“ ” “ * Cat I Compessed (2ppad) folter
send to” - “Compressed(zipped) 5, sl
fo l der” Coapte shonout atfsetriny
Mail recigient
Dene .
2 Fhaor
Retare

Propectes

o BO-RE Drwve (D




Favorines

Qoo [ _,
@ irorop Remove Download c o
Desktop Move to Trash
E Raconis Get Info
Renama
A, Applicat.. j'EﬂEEE‘!""".....
Cioud E Make Alias
Quick Look “A*
(3 Cloud... Si
P Ouh“':k Actions :
% UHYO = mr;::om #hone or IPag »
H e = Usa Groups
2 >
e sanan
B @
0 Stocks Pr::::;“
Mac0S English Mac0S B A:E
Choose the folder, show the menu, 7ANTERIR, A=a—%KTFL
select F“A” 2E4E) :32IRL, zipEhE
“Compress “A” ” to create zip 77ANEERLET.

archive.

Upload zip archive files
Upload the zip archive files following the instruction of web entry system.



