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Appendix 3 

 

System Walkthrough for Add, Drop, Swap and Update Classes 
 

A. Add Classes 

Please refer to Appendix 1, using "Class Search / Add to Cart" to add classes to the Shopping Cart and then 

proceed to actual enrolment during course selection or add/drop period. 

 

B. Drop Classes 

1. Click "Manage Classes" tile, then click "Drop Classes" and select term. 

 

 
 

2. Check the checkbox of classes to be dropped.  Click "Next". 
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3. Click "Drop Classes". 

 

 
 

4. "Enrollment Status" will show "In Progress".  Click "Refresh" until the status is updated. 
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5. System will display the result.  Please read the message carefully. 

 

 
 

C. Swap Classes 

1. Click "Swap Classes".  "Swap Classes" allows students to drop a class only after they have successfully 

added another class. 
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2. Select the class to be swapped from a drop down list. 

 

 
 

3. Select the class to be added either by class search, selecting from Shopping Cart or entering the class 

number directly.  In the example, class search function is used. 
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4. Enter the searching criteria.  Press "Enter" or ">>" button. 

 

 
 

5. Select the desired course from the searching result. 
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6. Select the desired class, including tutorial or laboratory section if any. 

 

 
 

7. Review selected class.  Click "Next". 
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8. Click "Accept". 

 

 
 

9. Click "Next". 
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10. Click "Submit". 

 

 
 

11. "Enrollment Status" will show "In Progress".  Click "Refresh" until the status is updated. 
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12. Read course selection results carefully, including the message shown. 

* Please note that this page is just showing the enrollment status/result of the last transaction.  Student 

should refer to "View My Classes" for the enrollment result of waitlisted class. 

 

 
 

D. Update Classes 

1. "Update Classes" allows swapping the related tutorial without dropping the lecture class (only 

applicable if departments do not set "add consent" or "drop consent" to the tutorials).  Click "Update 

Classes" and select the class to be updated. 
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2. Check the checkbox of the class (tutorial) you want to update.  Click "Next". 

 

 
 

3. Click "Accept". 
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4. Click "Next". 

 

 
 

5. Click "Submit". 
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6. "Enrollment Status" will show "In Progress".  Click "Refresh" until the status is updated. 

 

 
 

7. Read course selection results carefully, including the message shown. 

* Please note that this page is just showing the enrollment status/result of the last transaction.  Student 

should refer to "View My Classes" for the enrollment result of waitlisted class. 

 

 


