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MOOC – Application for Credit Transfer (User Guide for Student) 
(Version 1.2 – 28 September 2020) 
 
 
1. Access application via StudentLink > Academic Matters. Click on ‘MOOC – Application for Credit 

Transfer ‘. 
 

2. At the MOOC Pre-approval List page, enter Course Title and Enrolment Date that you want to apply for 
credit transfer and click ‘Search’.  

 
 
If you search by Course Title only, you will see the list of courses with different Course Type and period. 
To see the period, click on the info button next to the Course Title for the period and the AU earned.  
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• From 14 May to 18 Aug 2020  

 
• 19 Aug 2020 Onwards 

 
 
IMPORTANT: You must select the period where your enrolment date falls within. Otherwise, error 
message “No matching period found in selected date!" will appear in Step 2 (point #5). 
 

3. Select the correct period and course type you are applying the credit transfer for by clicking the icons in 
‘Apply’ column.  
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4. Step 1 - Read through the first page and check on the box to acknowledge the content before clicking 
‘Next’. 
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5. Step 2 - Enter ‘Enrolment Date’ and ‘Certificate Issuance Date’ as indicated in your Welcome Email and 
Certificate of Completion respectively. Click ‘Next’. 

 
 

If the error message “No matching period found in selected date!" appears, you need to go back to 
point #2 to select the correct period where your enrolment date falls within. 
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6. Step 3 – It is mandatory to upload Certificate of Completion and Welcome Email to show the enrolment 
date. Take note of the file format and size. If you have more than 1 certificate, please combined them 
into a single PDF file and upload.  

 
 
Sample of a Welcome Email 
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7. Step 4 – Submit Reflection Report by answering the questions listed. Click on ‘Save and Add New 
MOOC’ to insert more than one Course Title in one application. Repeat point #2 to #7. After finished 
adding all the course titles, click on ‘Proceed to Confirm’. 
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8. Step 5 – You will see all the courses you have added. Check the course details are correct and click 
‘Submit’. 

 
 
9. You will receive an email to confirm your application and subsequently, a second email after your 

School has verified your application. 
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10. Select ‘MOOC Application List’ to see the status of your applications. 

 
 
11. Please note that only one active application is allowed at any one time. You can submit after the 

current application has been processed by the School.  

 
 
 
Disclaimer: The screen shots are for illustration purposes only. The text in the screen shots may vary from 
the actual application and subjected to changes.  


