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HKU SPACE Community College
Online Application for Student Transcript

Step 1: Login to Learner Portal (http://learner.hkuspace.hku.hk) and select the
function

→ My Resources → Community College → Student Self-Service → MyFuture  → Apply for
Transcript(s) and make payment online

Step 2: Click “Make An Application”

Important Note
1) If you wish the College Office to send your transcript with additional documents (e.g. a

transcript request form is required by the university to be attached with the transcript),
do not apply online. You must submit a completed application form at the HKU
SPACE enrolment counter in person instead.

2) The online application system should be operated via Google Chrome.



2

 Step 3: Read the instructions carefully and confirm your personal particulars on
the top of the page. Tick the box at the bottom for confirmation.



3

Step 4: Select the number of transcripts you would like to apply and answer the
question on obtaining the assessment record of the previous programme (if any).
Please choose “Not Applicable” if you have never transferred to another
programme in the College.

Step 5: Select collection method
a) For mailing, please click the box on the left and input the number of transcripts you

would like. You may change the default information shown below if you wish to
send the transcripts to any address other than your default mailing address.

b) For pick-up in person at the College Office, please click the box to select the
collection point. If you wish to authorize another person to collect the transcripts,
please provide the name and HKID No. of the authorized person.

c) You may send your transcripts to more than one address by clicking the box and
inputting the address.

a)

b)

c)
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Step 6: Select the online payment method (PPS/ Credit Card)

Step 7: Confirm the application fees and payment details
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Step 8a: Enter PPS account information

If you choose to pay by PPS, enter your PPS Account Number and PPS Internet
Password and click the “Submit” button.

Step 8b: Enter credit card account information
If you choose to pay by credit card, enter your credit card number, expiry date and the 3-
digit card verification number and click the “Pay Now” button.
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Step 9: Payment acknowledgement
If your payment is accepted, the payment status will change to “Paid” and a Reference
No. will be shown respectively.

NOTE
In case the online payment cannot be successfully processed due to Internet interruption/
disconnection, the system will cancel the unsuccessful transaction momentarily. Please
try again 10 minutes later.

If you encounter any problems during the payment process, please contact the College
Office via myfuture@hkuspace.hku.hk. Please quote the Ref. No. shown in your
“Applications Records/ Status” for enquiry.
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Checking application records and status
Applicants will be notified in MyFuture when the transcript is ready. You are advised to
check your application progress regularly via Myfuture.

Step 1: Go to the Main Page and click “View Application Records/ Status”

Step 2: Click the “Ref No.” to check the details of application status
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Step 3: Application Status
For pick-up in person, please check the collection point and date carefully.

Should you have any query, please contact the College Office via
myfuture@hkuspace.hku.hk.

- End –

This user guide can be downloaded in the FAQ of MyFuture.


