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You may visit our Study@PolyU website for programme 
details and other admission-related information. 
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A) Account Creation
1. Create an account by clicking “Sign Me Up!” and follow the steps to create your application

account.

2. Enter your email address and confirm your password.

• This email will be used to receive all admission-related information, including the
announcement of application results. Please ensure that the email address entered is
correct and check this email constantly.

• The password should contain at least 8 alphanumeric characters.
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3. Select the type of Identity document you will be holding at the commencement of your study
at PolyU. This question will determine our local/non-local status while studying at our
University. (Please note that Account and Personal information cannot be changed after
account activation)

• Based on the ID document you have selected, you will be required to upload the relevant
documents (such as ID card/ passport and visa documents) before application submission.

• Select “Others” if you do not possess a HK Permanent ID Card and do not need a student visa
to study in Hong Kong.

• The IANG (Immigration Arrangement for Non-local Graduates) entry permit is only applicable
to students who have graduated with a Bachelor's or above degree in Hong Kong.

https://www.immd.gov.hk/eng/services/hkid/smartid.html
https://www.immd.gov.hk/eng/services/visas/study.html
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4. Input personal information and click on the check box to confirm the statements. After that,
click “Sign Up”.

 Please note that Account 
and Personal information 
cannot be changed after 

account activation. 
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5. After filling in your personal information, your account is created. A confirmation email with
the verification code will be sent to your registered email address. The format of
the confirmation email with the verification code is shown as follows. The verification code
is presented in red colour (circled below).

6. Enter the Verification Code extracted from your registered email address.

7. Login with your login information
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B) Completing the Application Form

Please prepare the PDF files of your qualifications before you fill in the online application. 
As the maximum upload size is capped at 20MB for each application, you may refer here for tips 
on how to combine and compress PDF files. 
You will go through the following steps when completing your application: 

1. Programme Choice
Click “Start a new application” to proceed with your application.

Click “Taught Postgraduate 
Degree” and select your 
programme/scheme choice(s). 

Select the appropriate entry 
year, mode of study and 
programme choice. 

1. Programme
Choice 2. Qualification 3. Internship/

Employment 
4. Professional
Qualification

5. Academic
Referee

6. Additional
Document(s) 7. Declaration 8. Survey

9. Review and
Submit

Application

10. Application
Fee Payment
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2. Qualification
Provide the details of your qualifications according to the following areas. 

Under Post-secondary Qualifications 

 If the Post-secondary Qualification is attained / will 
be attained from university in Chinese Mainland / 
recognised by the Ministry of Education from Chinese 
Mainland, please click "Yes". Otherwise, click "No". 

For Hong Kong or overseas institutions with campuses 
in Chinese Mainland, please click "No." 

 Please refer to the 
“Points to note” before 
entering information in 
their application form. 
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 Try to look for your 
institution name thoroughly 
from the selection menu. 

 Input the name of programme/award (e.g. 
Bachelor of Engineering in Civil Engineering). 

If the name of programme/award is not in 
English or Chinese, please add an 
English description in brackets and upload 
the certificate/ transcript with its English 
official translation. 
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 If your qualification/ 
examination results are not 
available at the moment, 
please select the respective 
option. 

You are required to log into 
your eAdmission account to 
update your results on or 
before the date which you 
have specified. 

 Input your latest GPA or 
average mark as recorded in 
your transcript, e.g. 3.5 out of 
4.0. You may leave this field 
blank if such value is not 
available in your transcript. 

If there is no GPA on transcript, 
please tick the check box. 
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 For Post-Secondary 
Qualification attained from 
university in Chinese 
Mainland / recognised by 
the Ministry of Education 
from Chinese Mainland, 
applicants are required to 
input their Online 
Verification Code. Please see 
samples by clicking “View 
Sample”. 

 Upload the softcopies 
of your supporting 
document and then click 
“Save” button. 
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 If your qualification was 
obtained overseas, you should 
upload document(s) proving 
that you were residing in that 
country/city. 
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Under English Exams 

 If the result is not yet released, 
click “No” and you will be prompt to 
provide the result release date of your 
forthcoming exam. 

You can log in to your eAdmission 
account after application submission to 
update your results and upload the 
relevant documents. 

 Select your attained/ to be attained 
English exam type: TOEFL or IELTS. 

 Upload the softcopy of 
your TOEFL/ IELTS test report. 
(The report must include your 
full name.) 



13 

Update Qualification-Other Examination/ Tests 

Upload the softcopies of 
your supporting document 
and then click “Save” button. 

Pick the appropriate English exam type (e.g., GRE or GMAT), 
and fill out the relevant information. 
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3. Internship/Employment

Upload the softcopies of 
your supporting document 
and then click “Save” button. 

 Please refer to the 
“Points to note” before 
entering information in 
their application form. 
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4. Professional Qualification

Upload the softcopies of 
your supporting document 
and then click “Save” button. 

 If the awarding 
institution is not included 
in our list of professional 
qualification, please simply 
leave this section blank. 
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5. Academic Referee

6. Additional Document(s)

 Please read the “Points 
to note” carefully and input 
the details of your academic 
referees. Information 
cannot be amended after 
application submission. 

 All applicants are 
required to submit the 
softcopies of at least one 
type of identity document 
for checking of local/ non-
local status. (e.g. HK 
permanent ID, passport, 
valid visa.) 
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7. ID and Visa Document

8. Review and Submit Application

 Once you have reviewed 
and submitted your application, 
the system will check whether 
you have uploaded the relevant 
documents for your inputted 
qualifications/ achievements. 

Please make sure the uploaded 
documents are current and 
include any available 
documents that are not yet 
uploaded. 

 You should upload the identity 
document(s) required. 



18 

9. Declaration

 Choose “Yes” if you have engaged an education agent 
to assist you with your application. 

 Fill in the information of your education agent if you 
choose “yes”. 

 Read the declaration details and check 
the two boxes before submitting your 
application. 
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10. Editing information before submitting application

Applicant can edit their application by the following steps: 

1. Choose the application you would like to amend information

2. Click top right-hand corner (3 horizontal line)

3. Choose Application Overview

4. Choose the box of qualification that you would like to amend / click
“+Add” for adding qualification for your application.
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11. Survey

12. Submission

Complete the survey before 
submitting your application. 

After submitting the 
application, you will 
receive a 9-digit 
application number 
immediately. 

 Reminder: The application will not be 
processed unless the application fee is paid. 
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13. Payment

Select one of the payment 
methods and settle the application 
fee accordingly. 
The quickest way to confirm the 
transaction is to pay by Visa/ 
Master/ UnionPay credit card. 



22 

14. Application Summary

Once submitting an application, you will be directed to this Summary page whenever you 
login to the eAdmission again. Updated application results will be posted here. 

Application Status will be showed on the top right 
corner of each application. 

If you settle your application fee via methods other 
than Visa/ Master credit card, please note that it 
takes about 2 working days (5 working days for 
Telegraphic Transfer / Bank Draft / Flywire) to 
update your settlement record to our system. 

Click the “Application No.” 
to browse to your 
application information. 



23 
 

15. Editing information after submitting application 

After paying the application fee, you can edit your application by clicking “Edit Application” 
under “Quick Actions” session. 

 
 

Choose the box of qualification that you would like to amend / click “+Add” 
for adding qualification for your application. 
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For Qualifications/Employment section, you are only allowed to upload THREE documents at 
maximum for each qualification record. 

For Additional document section, you are only allowed to upload ONE document at 
maximum for each Additional document type. You are also being able to replace the 
uploaded document by uploading a new document on eAdmission. 
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C) Accepting an admission offer and Meeting Condition(s) 

1. Accepting a conditional offer 
You are required to accept the offer before meeting the conditions. Please login to your 
eAdmission account, choose the corresponding application and click “Accept My Offer”. 
You should then click “debit note” and settle the initial fee before the payment deadline.  

 

 
 

If you have accepted another offer before, please contact ar.tpg@polyu.edu.hk for transferring the previously paid initial 
fee to the newly accepted offer.

mailto:ar.tpg@polyu.edu.hk
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2. Meeting Condition(s) for Post-Secondary Qualification 
You must complete this section whether you can meet the condition(s) or not.   
You can click “Next” button at “Meet Condition(s) section on “Registration Preparation” page. The “Next” 
button will appear 30 days before the meet condition deadline. 

 

 
Please choose the appropriate statement on whether you have met or unable to meet the 
condition(s). 
 

 
Please click the corresponding Post-Secondary Qualification for meeting conditions and update the 
necessary information for meeting the condition(s). Click “Next” to proceed. 
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If you have graduated, please change the “Qualification Status” to “Graduated”, and input the “Year 
of Award” and "Award / Cum. GPA or Avg. Mark". Then click “Next” button to upload your 
qualification documents in support of meeting the conditions. 

 

 
Please click “Save” button 
to save any changes made 
in this section, the system 
will then direct you back to 
the “Meeting Conditions” 
main page. 

 

 

 If your qualification is attained from 
University in Chinese Mainland, please 
indicate whether you have Academic 
Credential ( 毕业证书) /Degree Certificate 
(学士学位证书), and input the relevant 
Online Verification Code. 

 Upload the relevant 
document(s) at the 
bottom of the "Meeting 
Conditions" main page if 
you have more than 3 
files to upload. 
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3. Meeting Condition(s) for English Language Test 
Please click the corresponding English Language Test for meeting conditions. 
Upon receiving your English Language Test results, please choose "Yes" under the question "Is the test 
result announced yet?" and input your scores. 

 

Similar to previous steps, 
update and upload the 
necessary information 
for meeting the English 
Language Requirement. 
Please click “Save” 
button to save any 
changes made in this 
section, the system will 
then direct you back to 
the “Meeting Conditions” 
main page. 

 
 
 
 
 
 
 
 
 
 

D) Contact Us 
ommunication Channel Details 

Telephone Enquiry Hotlines / 
E-mail Enquiry Address 

Applicants of Taught Postgraduate programmes 
(852) 2333 0600 / ar.tpg@polyu.edu.hk 

Mailing Address Academic Registry (Taught Postgraduate programmes) 
Hong Kong Polytechnic University, Hung Hom Kowloon 

mailto:ar.tpg@polyu.edu.hk
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E) Combining and Minimizing PDF file 
Combine PDF files 

Option 1: Use Adobe Acrobat’s combine function. 
- To find the file combine function, we need to open the “Combine files” tool. The tool can be 

found under the Tools tab, in the Create subsection. 

 
- Add the files you want to combine. Then click “Combine” and save the file. 

 
 

Option 2: Use Online Resources and Freewares 
- Search “combine PDF files online” in your browser, and you’ll find many online resources at 

your service. (e.g. https://www.adobe.com/hk_en/acrobat/online/merge-pdf.html) 
  

https://www.adobe.com/hk_en/acrobat/online/merge-pdf.html
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Minimizing PDF files 

Option 1: Use Adobe Acrobat’s compression function. 
- To find the file compression function, we need to open the “Compress a PDF’ tool. The tool 

can be found under the Tools tab, in the Convert subsection. 
 

 
- Select a file. 

 

 
- Click “Reduce File Size” and save the file. 
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Option 2: Use Adobe Acrobat’s PDF Optimizer 
- Open your PDF in Acrobat, click Menu, Save as Other, and then Optimized PDF.

- Select the checkbox next to a panel (e.g. Images, Fonts), and then select options in that
panel.

Option 3: Use Online Resources and Freewares 
- Search “compress PDF online” in your browser, and you’ll find many online resources at your

service. (e.g. https://www.adobe.com/hk_en/acrobat/online/compress-pdf.html)

https://www.adobe.com/hk_en/acrobat/online/compress-pdf.html
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