
 
 
 
 
 
 
 
 

 
Student Portal Manual 



ACKNOWLEDGE EDUCATION STUDENT PORTAL MANUAL   |   2  

Student Portal: User Manual 

 
Table of Contents 

How to update personal details via Student Portal? .......................................................... 3 

How to view attendance for the course enrolled? ............................................................. 5 

How to view timetable and results? ................................................................................. 6 

How to pay via Student Portal? ......................................................................................... 9 

How to print receipt for the tuition fees paid? ................................................................. 13 

How to complete forms online? ..................................................................................... 14 
 

 
  



ACKNOWLEDGE EDUCATION STUDENT PORTAL MANUAL   |   3  

How to update personal details via Student Portal? 

1) Log on to your Student Portal. 

 
 
 
 

 
 

 
 

 
 

 

2) Click on Edit Profile under the Profile tab. 
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3) You may change the following details: 

a. Nickname 

b. USI Entry (if you have not provided one) 

c. Birthplace & Country of Birth 

d. Street Address (please complete all fields with RED*) as compulsory fields 

e. Postal address & overseas/permanent address (if available) 

f. Emergency contact details 

 

 
 

 

 
4) Once done, remember to click the "Update" button to save all changes made. 
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How to view attendance for the course enrolled? 

 
1)  To view your overall attendance for the course enrolled, click on the "Attendance" 

tab. 
 

 
 

 
 

 
 

 

 

 

 

2) You may also view the breakdown of your weekly attendance by clicking on the 

"Weekly" icon on the left (as shown in the picture below). 
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How to view timetable and results? 

 
1)  Click on the "Timetable & Results" tab. You will be directed to the Timetable page (as 

shown in the picture below). By default, weekly timetable is shown, with complete 

information of the classes enrolled. 
 

 
 
 

 
2) If you select the Monthly option, and click on "View Timetable", your scheduled 

classes will be displayed in a monthly format. You may also navigate between the 

months. 
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3)  Click the "Results" icon on the right. Then select the course you would like to view 

your results from the drop-down box. Click on "View Course Results", and the listing 

will appear (as shown in the picture below). 

 

 

 

 
4) You are also able to monitor your study plan for the course enrolled. Click on the 

"Study Plan" icon on the right, and the courses you enrolled will be displayed. 
 
 

 
 
 

 
 

1 BOBAC:Bachelor of Business {Accounting)--16/03/2020 {status: Current Stuclen1) 

(View Coorse Results) 
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5)  Select the course you wish to view. Click on the "View Subject Completion Status" 

icon under Action column. A window will pop-up (as shown in the picture below), 

listing all the details of the units required within the course. 
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How to pay via Student Portal? 
 

 
1) Log on to your Student Portal. 

 

 
 

 
 
 
 
 
 

 

 

2) Click on the Payment tab. 
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3) Please make sure the "Course Enrolled" is correct. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

4) Click on the"$" sign to Pay Fees Online (please ensure that your pop-up blocker has 

been disabled). 
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5)  A pop-up window will appear. Please check your details are correct, and that you 

have sufficient fund in your credit card to pay the fee listed. If this is incorrect, please 

contact your campus immediately. 
 
 

 

 

 

 
6) Enter your credit card details as required in the fields below. Please confirm that all 

details are accurate, then click on the "PAY NOW" button below. 
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7) If the payment is successful, a confirmation page will appear. An email will also be 

sent to your email address listed in your student portal. This will appear instantly in 

your student portal account. 

 
8) If payment is unsuccessful, payment will not be deducted. Please check your details 

and try again. 
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How to print receipt for the tuition fees paid? 

 
1)  Once the transaction is successful, the payment will directly reflect in your account, 

under the Payment History section. Click on the PDF icon (as shown in the picture 

below) to generate the payment receipt. 

 

 

 

 
2) The PDF file will be generated, and should look like this: 
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How to complete forms online? 

 
Workflow is a new platform set-up in your student portal to allow access to forms online. As a 
first-time user, you are required to reset your Student Portal password. 

1) Log on to your student portal. Then select "Change Password" under the Profile tab. 
 
 

 

 
2) You will be prompted to enter your "Current Password", and then the "New 

Password". Once done, click on "Change Password" button to confirm. 
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3)  Once password has been reset, you may access forms online. In the homepage of 

your student portal, you will see an icon "Workflow" as shown in the picture below. 

Click on it, and a new window will appear. 

 

 

 
4) Your Workflow screen will display all the available forms. Read the Title and 

Description of the form to understand the purpose of each form. Once decided, click 

on the icon on the right to access the Online Form. You will be directed to the form 

accordingly. Please complete the fields as required. Once submitted, a staff will be in 

contact with you if further documents/information is required. 

 
Do note that each form has a different processing duration. The final outcome will be 

delivered to you within duration specified. 

 

 



 

 


