Appendix 3
System Walkthrough for Add, Drop, Swap and Edit

A. Add Classes

Please refer to Appendix 1, using "Plan™ and "Validate" to add classes to the "Shopping Cart" and then
proceed to actual enrolment during course selection or add/drop period.

B. Drop Classes
1. Select "MyStudy/CUSIS", and then click "Enroll" and "drop" to proceed.
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2. Confirm dropping class by clicking "FINISH DROPPING™
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3. System will display the result at real-time. Please read the "message™ carefully:
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3. View results
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4. Students cannot drop the class on their own under CUSIS if departments indicate "drop™ consent.

ceFrrig

MyCUHK

-,

fMyPageTNews and Events TMyStudy Library Webma\IYUsefuI Links]
@

CUSIS Services

»» Reqistration

»» Personal Information
Class Schedule

count Summary
rowse Course Catalog

» Browse Program
Information

3 Course History

»» Course Enrollment

w My Grades
w Unofficial Transcript
» Application for Program
Change
» Transfer Credit /
Exemption
clearning
Graduate School
Policies and Guidelines

ZKH, Zhw di3r 4

[ Search ][ Plan ][ Enroll My Academics
| my class schedule || add || drop || swap H edit || term information |

Drop Classes

KBl El

3. View results

View the resultz of vour enrollment request.
request.

Click Fix Errors to make changes to your

Class

If department
indicates "add
consent" or "drop
consent", students
are not allowed to
add/drop the class
on their own under
CUSIS

Message Status |
Error: Department Consent Required to Drop from
ANTH 1020 Class, Drop Mot Processed. Consent is nesded to

%

drop from the class. The drop transaction was not
processed.

MAKE A PAYMENT MY CLASS SCHEDULE

Search Plan Enroll My Academics
My Class Schedule Add Drep Swep Edit Term Information

e Infernet

iy - RI0E -



C. Swap Classes

1. Select "Enroll" and then click "Swap". "Swap" function allows students to drop a class only after
they have successfully added another class. Students are required to enter "intended to add class™ and
"intended to drop class™ at the same time.
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2. Students can use "Class Search" function to select "intended to add class"
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3. Select "intended to drop class" from the already added classes, including tutorial or laboratory section:
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4. Confirm the change by clicking "FINISH SWAPPING"
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5. Read the result carefully
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D. Edit Tutorial
(Only applicable if departments do not set "add" and "drop™ consent to the tutorials)

1. Select "Enroll" and then click "Edit" to change tutorial section, if department has not set "add" and
"drop" consent to the tutorial arrangements.
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2. Select a new tutorial section you want to enrol and then click "NEXT" to move to next step.
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3. View the details of the new tutorial section, then click "NEXT" to proceed.

LDK, Hh Whhx dhar:&

f Search 1( Plan \If Enroll 1( My Academics W(Aca(lemic Requiremen‘ts}

| my class schedule || add || drop ” SWap ” edit ” term information |

Edit Class Enrollment Options

1. Select a class to edit - Enrollment Preference
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4. Confirm the new tutorial section by clicking "FINISH EDITING".
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2. Confirm your selections

Click Finish Editing to process your edit request. To exit without making changes to this
class, click Cancel.
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5. System will display the result at real-time. Please read the "message" carefully.
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3. View results

Wiew the results of your enrollment request, Click fix errors to try and correct the
problems listed below,
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