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Bangladesh University of Business and Technology (BUBT) 

Academic Documents Application System Guide 

 

• Log in to your BUBT ANNEX account using your credentials at 
https://annex.bubt.edu.bd. 
 

• Navigate to the "Dashboard" by clicking on the corresponding icon. 

 

• Upon clicking the "Dashboard" icon, you will be directed to the following screen. 
To access the application interface for academic documents, please click on 
"Academic Documents." 
 

 

• Upon selecting "Academic Documents," the following screen will be displayed: 
 

 

https://annex.bubt.edu.bd/
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• In this application form, you can select the academic documents you wish to apply 
for. If you are applying for a Provisional Certificate, please ensure to attach your 
SSC/Equivalent certificate as a supporting document. 
 

• If you need to upload multiple documents, kindly consolidate them into a single PDF 
file for submission. 
 

• To ensure effective communication and receive important SMS notifications, please 
provide a valid and active mobile number. 
 

• The total application fee will be displayed after you've completed the form. 
 

• Once you have filled out the form, click the "Apply" button to submit your 
application. 
 

 

 

 

• Once you've submitted your application, you will receive an on-screen confirmation 

message stating "Saved Successfully…!" Additionally, a list will appear below the 

"Apply" button, as shown below: 
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• Following the successful submission of your application, it is now necessary to make 

the payment for the application fee through BUBT payment gateways. You can 

choose between the on-campus payment option or utilize the digital payment 

system, such as bKash. For bKash payments, please refer to the instructions provided 

at the end of this document. 

• After making the required payment, the next step is to confirm the payment of the 

application fee. To do so, simply click on the "Confirm Payment" option from the 

list that appears. 

 

• Once you click the "Confirm Payment" button, a pop-up screen, as shown below, 

will appear: 

 

• Fill-up the form according to your payment method and submit. 

 If you have paid the application fees through the On-Campus system, please 

choose the appropriate option or follow the relevant instructions. 
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 If you have paid the application fees through bKash, please choose the 

appropriate option or follow the relevant instructions. 

 

• Please complete the form in accordance with your chosen payment method and 

proceed with the submission. 

 

• Please note that your application will not be processed until the payment of the 
application fee has been successfully completed. 

• After BUBT confirms your payment, you will be able to track the status of your 
application. 
 

• If any issue(s) arise from any department(s), you will be promptly informed, and 
details can be viewed on this screen. 

• You will receive notifications about document(s) delivery via SMS. 
• You can access a "Delivery Slip" on your application dashboard as shown below: 

 

 

bKash Number 
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• To collect the document, it is essential that you bring both your student ID card 
and a printed copy of the "Delivery Slip." 

 
 

If your application is declined by any department for any reason, you will receive a 
notification displayed on the application screen. To address and resolve the issue, please 
follow these steps: 

 

1. Review the Notification: Carefully read and understand the notification provided on 
the application screen to ascertain the reason for the decline. 

2. Gather Necessary Documents: Identify the specific documents or information that 
may be required to address the issue. Ensure you have these documents readily 
available for submission. 

3. Contact the Corresponding Department: Reach out to the department that has declined 
your application. Contact information for the department should be provided in 
the notification or on the application system. 
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4. Submit Necessary Documents: Provide the necessary documents or information as 
requested by the department to address the issue. Ensure that your submission is 
complete and accurate. 

5. Follow-Up: If necessary, follow up with the department to inquire about the status 
of your application review. Be responsive to any additional requests or 
communication from the department. 

6. Application Reopening: Once the department is satisfied with the provided 
documents or information, they may reopen your application for further 
processing. 

7. Monitor Your Application: Continue to monitor the status of your application 
through the application system to ensure that it progresses as expected. 

By following these steps and maintaining open communication with the corresponding 
department, you can work to resolve any issues that led to the initial decline of your 
application. 

To make a payment through bKash, follow these steps: 
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