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Online Self Extension Guideline 

 

This applies to residents who remain in the same room for two continuous residential periods 

without in-person check-in and -out at the hall counter. Failure to complete the procedure will 

affect the resident’s access right to the hall entrance, use of laundry machines, and AC (if 

applicable). If a resident accidentally closes the window, he/she may always go back to the 

landing page to complete the remaining steps. 

 

There are two parts of procedures: 
 

Part A: Sign off from PREVIOUS term record (Check-out) ............................................... 1 

Part B: Registration and sign in NEW term record (Check-in) .......................................... 4 

 
 

 

Part A: Sign off from PREVIOUS term record (Check-out) 
 

Step 1: Choose “Sign Off Last Term Record” to commence the signing off PREVIOUS term 

procedure 
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Step 2: The system should automatically select your PREVIOUS term record (i.e. 2025 

Summer), press the “Next” button if the residential term is correct 

 
 

Step 3: The system should automatically show your CURRENT and NEW room information, 

select “Same Room Extension” and tick your previous resident term, then click “Next” 

to the next step 
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Step 4: Click the “Finish” button to complete Part A: Sign off from PREVIOUS term record 

 
 

  

Bedspace Number 
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Part B: Registration and sign in NEW term record (Check-in) 
 

Step 5: The system should automatically select your NEW term record (i.e. 2025-26 UG), 

press “Next” if the residential term is correct  

 
 

Step 6: Tick the correct residential term and sign the undertaking, then click “Next” to the 

next step 
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Step 7: Update your contact details and emergency contact information, then click “Next” to 

next step 

 

 
 

Step 8: Upload photo, sign and click “Finish” to complete the online self-extension 
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