Q. cusis
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How to plan, validate, enroll and add/drop

courses

CUSIS Project Website:
www.cuhk.edu.hk/cusis

MyCUHK Portal:
https://portal.cuhk.edu.hk

Sep 2020

PLAN & VALIDATE

Select the classes you want to take into the shopping cart, check the fulfillment of requisite and check

whether there is any time clash between classes.

1. Afterlogin to MyCUHK, click ‘CUSIS’ tile.
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3. Click ‘Enrollment Dates’ link and click the radio button of the term which you want to check.

Click ‘Continue’.

< Student Homepage Manage Classes

= View My Classes

*!

I o

F My Weekly Schedule

1 e R R Select a term then select Continue.
I Term Career Institution
| [ Enroliment Dates 1 =
Q 201920 Term 1 Underoraduate CUHK
—_—————— e ———————
201920 Term 2 Undergraduate GUHK
(£, Browse Course Catalog I f

Q Class Search/ Add to Cart
./ Shopping Cart / Enroll classes

Drop Classes

= Swap Classes m

|5 upaate Classes
| Enroliment Status
|~ Enroll by My Requirements

£ Planner

4. Check the enrollment date.

< Student Homepage

Data Language: [English

[= View My Classes

F My weekly Schedule

71 Enroliment Dates Enrollment Dates

Select Term
[, Browse Course Catalog

To view appointments and enrollment dates for another term, select the term and

select Change.

Q Class Search / Add to Cart

Change Term

- B
i Shopping Cart / Enroll classes 1 1

! 1
a 2 12 February 2020 23 February 2020
= Drop Classes 1 ‘R’aﬂ“‘“ fackpe S ‘umm ‘B,Unw 1
2 |

i colinent Appointment I
= Swap Classes m . |Appointment Appointment Bagine Appointment Ende. 1

7 17 February 2020 23 February 2020

\ ‘lo]meAddIDmp (Additionat) |7 0N gt dl

[& upaate Classes
| Max Total Units Max No GPA Units. Max Audit Units | Max Wait List Units
18.00] 18.00] | 1800

71 Enroliment Status

|+ Enroll by My Requirements
£ Planner

| Timetable Planner

Data Language: [English ~




Add Classes into Shopping Cart

5. Click ‘Class Search / Add to Cart’
In this demonstration, we want to select a class on 2019-20 Term 2. Click ‘Terms on or after 2019-20

Term 1’ and Click ‘2019-20 Term 2’

< Student Homepage Manage Classes [ Q
= View My Classes LS proloi201% 20 T L e b
! ferms on or atter 2019.20 Term 1 1 A
] My Weekly Schedule | ——— a
2019-20 Term 1

[T] Enroliment Dates e S
I

(8, Browse Course Catalog

Q_ Class Search/ Add to Cart \
(PR 2019-20 Term 4

",/ Shopping Cart / Enroll classes
2019-20 Summer Session

5 Drop Classes

2 swap Classes m

[ Update Classes

[T Enroliment Status

| Enroll by My Requirements

£ Planner

] Timetable Planner

6. In class search function, you can input course, subject, class or topic etc as searching criteria.

Press ‘Enter’ or >>’ button.

< Student Homepage Class Search and Enroll

201920 Term 2~ Change |

88 ety Classes Search For Classes @) S -
! |commzz00] | ka3l
) e S —=i

[T My Weekly Schedule Additional ways to search

[FT] Enroliment Dates » Favorites
+ Recently Viewed
E Browse Course Catalog
Q) Class Search / Add to Cart
./ Shopping Cart / Enroll classes
=, Drop Classes
: Swap Classes
@" Update Classes

[ Enroliment Status

u Enroll by My Requirements




7. Search result is shown. The search result can be further filtered by the criteria shown in left hand panel.

Click the search result of class.

< Class Search Class Search Results

v Class Status View Search Results

[ Open Classes Only 1 Course with keyword: COMM2500

« Subject i
COMM2500

3 units 3
1 Class Optien Available

[ comm 7 Communication

w Class Meeting Days

[ Wed

w Class Start Times

[] start 10am - 12pm

¥ Class End Times
[ End 1pm - 3pm
w Number of Units

[J 2.5 -3 Units

 Course Career

[] Undergraduate

w Class Component

[ Lecture

8. Click Course Information can view the details of course.
Click Class Number can view the details of class.

Click >" icon to proceed next step.

< Class Search Results Course Information *

2019-20 Term 2

== View My Classes COMM 2500
ﬁ My Weekly Schedule Introduction to Global Communication
% Add to favorite courses

[ Enroliment Dates » Course Information .:
v Class Selection
[gl s A dakay Select a class option Selected Filters 1 option
Q - %5 Days and
Class Search / Add to Cart Option Status Class Meeting Dates Times Room Instructor Seats
————— -

g = 1 Open I (5565 )-- LEC |1 8/1, 15/1, 22/1, 29/1, 5/2, 12/2, 19/2, Wednesday Lee Shau Kee Prof. L** Open Seats _

/ Shopping Cart / Enroll classes S 2612, 413, 11/3, 18/3, 25/3, 1/4, 814, 1514 10'30AM to Building 515 Xueting 400140 171

1-15PM Lt

% Drop Classes
-

P Swap Classes
E Update Classes

[ Enroliment Status

Ié Enroll by My Requirements




9. Review the class selection and click ‘Next’.

Class Search and Enroll

2018-20 Term 2
Undergraduate
The Chinese University of Hong Kong

Review Class Selection _ 5
Visited Step 1 of 3: Review Class Selection
You have selected

2 | Review Class Preferences
Not Started COMM 2500 ion to Global C:

Option Status Open
2 | Review and Submit
Not Started ~ N
Class Session Meeting Dates Days and Times Seats

(5565 )--LEC Regular Academic Session 8/1. 15/1, 22/1, 29/1, 5/2, 12/2, 19/2, 26/2, Wednesday 10:30AM to 1:15PM Open Seats 40 of 40
413, 11/3, 18/3, 25/3, 1/4, 8/4, 15/4

10. Student can select ‘Yes’ when you want to add the class to waitlist if class is full.
Leave Permission Number as blank.

Click ‘Accept’.

X Exit Class Search and Enroll :

< Previous ‘

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

4 | Review Class Selection "
Complste Step 2 of 3: Review Class Preferences

COMM 2500 Introduction to Global Communication
Review Class Preferences
In Progress (5565 ) --LEC - Open

Add to waitlist if class is full? @ I Yes |

3 Review and Submit
Mot Started
Permission Number @




11. Click ‘Next’.

and Enroll

< Freviousr‘ l Next >
TR

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

Review Class Selection ]
Complete Step 2 of 3: Review Class Preferences

Bt o Claos Prefosenaes COMM 2500 Introduction to Global Communication

Complete (5565 ) - - LEC - Open
3 | Review and Submit Add to waitlist if class is full? @  Yes [ )
Not Started

Permission Number @

12. Click ‘Submit’

and Enroll

£ Previous

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

1 | Review Class Selection
Complete Step 3 of 3: Review and Submit

You have selected to add to your shopping cart

2 | Review Class Preferences
Complete COMM 2500 to Global Communicatit

E Review and Submit
Visited

Class Session Meeting Dates Days and Times Seats

(5565 )--LEC Regular Academic Session 8/1, 15/1, 22/1, 29/, 5/2, 12/2, 19/2, 26/2, Wednesday 10:30AM to 1:15PM Open Seats 40 of 40
413, 11/3, 18/3, 25/3, 1/4, 8/4, 15/4




13. Click ‘Yes'.

Are you sure you want to submit?

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong
[ View My Classes
«" COMM 2500 - ion to Global
E My Weekly Schedule Class(es) has been added to your Shopping Cart. Please go to Shopping Cart to enroll for class(es).

E A ent Dates a Return to Keyword Search Page

E Browse Course Catalog

Q, Class Search / Add to Cart

i/ Shopping Cart / Enroll classes

2, Drop Classes

2 Swap Classes

I% Update Classes

] Enroliment Status
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Delete Classes from Shopping Cart

15. Click ‘Shopping Cart / Enroll classes’ and select the Class to be deleted.
Click ‘Delete’.

< Student Homepage Shopping Cart

2019-20 Term 2
Undergraduate

@wewMyclasses i Delete ||

My Weekly Schedule

feurShopping Cart
[ Enroliment Dates :Seieﬂ 'Avaiiabin'ty Class Description Session %Ws and Room Instructor Units Seats Preferences
1 3
|
[E Browse Course Catalog 1 IOpen (6527 )C-LEC COMM 1120 Regular Monday Wu Ho N TR 3.00 Open Change
I Development of  Academic 10:30AM to Man Yuen Seats Preferences
! 1 Mass Comm Session 1:15PM Bldg 408 70 of
Q_ Class Search / Add to Cart | 1 70
1] : 1
1 I O Iopen (5565)--LEC COMM 2500 Intro  Regular Wednesday Lee Shau X L*** 300 Open Change
1 I to Global Comm  Academic 10:30AM to Kee Seals Preferences
| 1 Session 1:15PM Building 40 of
1 1 515 10
L

: Swap Classes

[5f Update Classes

F[] Enroliment Status

ld Enroll by My Requirements

[=] Pranner

16. Click ‘Yes'.

Are you sure you want o delele the Class(es) ?

-

N
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17. Class is deleted successfully.

Class(es) Succassfully Deletad x

View My Classes

Delete || validate |
[T My Weekly Schedule 5
Your Shopping Cart
E’j Envolinent Dotes Select Availability Class Description Session Days and Times Room Instructor Units Seats Preferences
Jul Open {5565 )--LEC COMM 2500 Regular Wednesday Lee Shau p 4 Ko 3.00 Open Change
E Browse Course Catalog Intro to Global Academic 10:30AM to Kee Seals Preferences
Comm Session 1:15PM Building 40 of
515 40

Q Class Search / Add to Cart

"/ Shopping Cart/Enroll classes
i Drop Classes

: Swap Classes

% Update Classes

[ Enroliment Status




Validate Classes

18. Click ‘Shopping Cart / Enroll classes’.

< Student Homepage

Shopping Cart

2019-20 Term 2
Undergraduate

== View My Classes

=T | My Weekly Schedule
E e Your Shopping Cart

Select Availability Class Description

{77 Enroliment Dates

- O Open (5565)--LEC  COMM 2500 Intro to Global
E Browse Course Catalog Comm
Q, Class Search/ Add to Cart

o == = = | | O Open (6708)C-LEC  COMM 2922 Intro to Creative

1 & New Media

1. Shopping Cart/ Enroll classes 1

'S Drop Classes O Open (5649)D-LEC  PHED 1034 Squash
(Women)
-
2 Swap Classes
0 Open (8184)B-LEC  PSYC 1000 General
[5f update Ciasses Pychology
7 Enroliment Status
(8708) BLO1 - LAB
| Enroli by My Requirements
[&] Planner
[ open (6195)J-LEC  UGFN 1000 In Dialogue With
[ Timetable Planner re
[F] Teaching Timetabie by Subj/Dpt
(6890) JTO3-TUT

[ Teaching Timetable by Prog(PG)

Session

Regular Academic
Session

Reguiar Academic.
Session

Regular Academic
Session

Regular Academic
Session

Regular Academic
Sessi

19. Check the checkbox of classes. Click ‘Validate’.

Shopping Cart

Days and Times

Wednesday 10:30AM
10 1:15PM

Wednesday 10:30AM
to 1:15PM

Tuesday 10:30AM to
12:15PM

Thursday 2:30PM to
4:15PM

Thursday 4:30PM to
5:15PM

Friday 1.30PM to
2:15PM

Thursday 11:30AM to
1:15PM

Room Instructor Units:
Lee Shau Kee XL 3.00
Building 515
Humanities Buiding  P.C™*  3.00
114
Kwok Sports Bidg Qxz 1.00
Squash Court
Lee Shau Kee Y.F 300
Building LT6
Lee Shau Kee Y.F
Buiding LT6
Yasumoto InflAcad  J.Y™* 300
ParkLT8

FR

Hui Yeung Shing Bidg
303

Seats

Open
seats
400f 40

open
Seats
4001 40

Open
seats
240124

Open
Seats
400 of
400

Open
Seats
400 of
400

Open
Seats
100 of
100

Open
Seats
250125

Validate

Preferences

Change
Preferences

Change
Preferences

Change
Preferences

Change
Preferences

Change
Preferences

2019-20 Term 2
Undergraduate

= View My Classes

My Weekly Schedule
E Jncey ~Yaur Shopping Cart

| setect lavailability class Description
1

7 Enrolimen Dates

= ! [Open (5565)--LEC  COMM 2500 Intro to Global
[&l Browse Course Catalog I
1 1
1
Q, Class Search/ Add to Cart 1
1 lopen (6708)C-LEC ~ COMM 2922 Intro to Creative
| & New Media
“./ Shopping Cart/ Enroll classes. . 1
I
| Drop Classes I (5649)D-LEC  PHED 1034 Squash
1 1 (Women)
1
-
2 Swap Classes : '
(8184)B-LEC  PSYC 1000 General
[5 Update Ciasses 1 Psychology
1 1
[ Enroliment Status 1 !
1 ! (8708 ) BLO1 - LAB
|é Enroll by My Requirements 1 I
1 1
] Planner 1 I
1 IOpen (6195)J-LEC  UGFN 1000 In Dialogue With
[F] Timetable Planner 1 I Nature:
L 1

] Teaching Timetable by SubjiDpt
(6890)T03 - TUT

[F] Teaching Timetable by Prog(PG)

Session

Regular Academic
Session

Regular Academic
Session

Regular Academic
Session

Regular Academic
Session

Regular Academic
Session

Days and Times

Wednesday 10:30AM
to 1:15PM

Wednesday 10:30AM
to 1:15PM

Tuesday 10:30AM to
12:15PM

Thursday 2:30PM to
4:15PM

Thursday 4:30PM to
5:15PM

Friday 1:30PM 1o
2:15PM

Thursday 11.30AM to
1.15PM

Room Instructor Units.
Lee Shau Kee X1 300
Building 515
Humanities Buiding ~ P.C*™*  3.00
14
Kwok Sports Bidg Qxz 1.00
Squash Court
Lee Shau Kee YF 300
Building LT6
Lee Shau Kee (A
Building LT6
Yasumoto Int1Acad  J.Y** 300
Park LT8

i

Hui Yeung Shing Bidg
303

Delete

Seats

Open
Seats
40 of 40

Open
Seats
40 0f 40

Open
seats
240124

Open
Seats
400 of
400

open
Seats
400 of
400

Open
Seats
1000f
100

Open

eal
250125

| vaticate |1

-_———

Preferences

Change
Preferences

Change
Preferences

Change
Preferences

Change
Preferences

Change
Preferences




20. Check the status of validation.

< Student Homepage

2019-20 Term 2
Undergraduate

View My Classes

+ COMM 2500 - Introduction to Global Communication

57 My Weekly Schedule Okay to Add fo Class Schedule.

[T Envroliment Dates + PHED 1034 - Squash (Women)
Okay to Add to Class Schedule.
[5 Browse Course Catalog

o UGFN 1000 - In Dialogue With Nature

Q Class Search / Add to Cart
Okay to Add to Class Schedule.

Shopping Cart/ Enroll classes

3 COMM 2922 - Introduction to Creative and New Media

= Drop Classes There is a time conflict for class number 5565 and class number 6708. There is currently a meeting time confiict for two of your shopping cart classes o a shopping cart ciass and one of
. your enrolled classes for this term. Use the class numbers to check the meeting times.
-

2 Swap Classes
« PSYC 1000 - General Psychology
[ Update Classes Okay toAdd to Class Schedule.

[ Enroliment Status

|~ Enrall by My Requirements

21. Repeat step 18-20 until all classes are validated with v status.

Class validation complete. See resuits below. *

4 View My Classes
- « COMM 2600 - Introduction to Journalism

=1 My Weekty Scheduie Okay 1o Add {0 Class Schedule.

[Ff Envoliment Dates. « COMM 2500 - Introduction to Global Communication
OKay to Add to Ciass Schedule.
E Browse Course Catalog

« PHED 1034 - Squash (Women)

Q_ Class Search / Add to Cart
Okay to Add to Class Schedule.

Shopping Cart / Enroll classes

<

UGFN 1000 - In Dialogue With Nature
= Drop Classes Okay to Add to Class Schedule.

= Swap Classes
- SR « GRMD 1402 - Global Change and Environmental Sustainability

Okay toAdd to Class Schedule.
@' Update Classes

F Enroliment Status
|é Enroll by My Requirements

FE] Planner

[ Timetable Pianner




Enroll Course via ‘Shopping Cart’
To enroll a selected set of courses from the Shopping Cart

22. Click ‘Shopping Cart / Enroll classes’.

Check the checkbox of the classes you want to enroll.

Click ‘Enroll’

< Student Hom Shopping Cart
2019-20 Term 2
Undergraduate
View My Cla
[
7] My Weekly Scheduie .
Your Shopping Cart
=ouran .
Ej Enroliment Dates 1 Select hlﬂilahiﬁ(y Class Description Session Days and Times ‘Room Instructor Units Seats Preferences
|
! pren (5565)--LEC  COMM 2500 Introto Global  Regular Academic ~ Wednesday 10:30AMto Lee ShauKee Building X.L** 300 Open  Change
2, Browse Course Catalog 1 . Comm Session 1:15PM 515 ASDe%IfSAO Preferences
1
Q Class Search / Add to Cart 1 1
__________ I bpen (4422)B-LEC  COMM 2600 Introductionto  Regular Academic ~ Thursday 2:30PMto  T.C. ChengBldgc2  Staff 300 Open  Change
I | Journalism Session 5:15PM Seals  Preferences
./ Shopping Cart/Enroll classes | | . 400f 40
1
Drop Classes 1 bpen (6685)--LEC  GRMD 1402 Global Change Regular Academic  Monday 12:30PMto  WuHoManYuenBldg H.YWM 300 Open  Change
&Env Sus Session 2:15PM 303 Seals  Preferences
1
60 of 60
& Swap Classes. 1 1
1 I (6413 )-T01 - TUT To be Announced To be Announced H.YWM Open
B Update Classes 1 : ?52‘? 60
1
roliment Status 1
ENjEE S I peen (5649)D-LEC  PHED 1034 Squash Regular Academic ~ Tuesday 10:30AMto  Kwok Sports Bidg axz 100 Open Change
1 (Women) Session 12:15PM ‘Squash Court Seats Preferences
| Enrol by My Requirements 1 1 240124
1 1
E Planner 1 Ppen (6195)J-LEC UGFN 1000 In Dialogue Regl{}arAmﬁemlc Friday 1:30PM o ‘Yasumoto Int'l Acad o, Yo 3.00 Open Change
1 With Nature: Session 2:15PM Park LT8 Seats Preferences
1 100 of
7] Timetable Planner 1 I 00
o L= _I (6890 ) JT03 -TUT Thursday 11:30AMto  HuiYeung Shing Bidg ~ J. Y™~ Open
[T Teaching Timetable by Subj/Dpt 1:15PM 303 Seals
250725
[T} Teaching Timetable by Prog(PG)

23. Click ‘Yes'.

Are you sure you want to enroll?>

CUHK Confidential




24. The classes had been added successfully.

This class has been added to your schedule.

View My Classes
+ COMM 2500 - Introduction to Global Communication

[ | My Weekly Schedule This class has been added to your schedule.

[ | Enroliment Dates « COMM 2600 - Introduction to Journalism
This class has been added to your schedule
[25 Browse Course Catalog

' GRMD 1402 - Global Change and Environmental Sustainability

Q, Class Search / Add to Cart -
This class has been added to your schedule.

Shopping Cart / Enroll classes

<

PHED 1034 - Squash (Women)

< Drop Classes This class has been added to your schedule.

= Swap Classes ' 3
- « UGFN 1000 - In Dialogue With Nature

This class has been added to your schedule
@' Update Classes

77| Enoliment Status
|é Enroll by My Requirements

E Planner

{7 Timetable Planner

25. Click ‘My Weekly Schedule’ to check your class schedule after all classes are enrolled

Weekly Schedule
=5 View My Classes L —
Tt
I 57 My Weekly Schedule | << Previous Week _ Week of 24/2/2020 - 1/3/2020 Next Week >>
] Enroliment Detes Show Week of 723020 |8 tart Time [500AM Ena Time 500 | | Reiesh Galendar
Schedule
[, Browse Course Catalog e Monday P— Wednesday Thursdag Fridsy Saturday Sunday
24 Feb 25 Fep e 27Feb 28Feb 20 Feb 1Mar
830aM
Q_ Class Search / Add to Cart 9:308M
10:308M
PHED 1034-D
i/ Shopping Cart / Enroll classes i o
1030AM-  Lecture UGFN 1000 -
12:15PM 10:30AM - i
Drop Classes 11:30AM Kok Sports 115PM
5 BUNGSC  LeeShauKee TN
= Swap Classes — e
- e 1Z30PM | GRMD 1402+~ e
Lecture
12:30PM - UGFN 1000 - J
[&# Update Classes Sy L
1:30PM \wu o Man Yaen 1:30PM -2:15PM
Bidg 503 Yasumalo It
[ Enroliment Status Aeas Bark LT
220PM ‘COMM 2600 -8
Leciure
330PM 2:30PM - 5:15PM
| Enroll by My Requirements S
+30PM 2
[ Planner Z300M
Weefing Information not available
[ Timetable Planner Class Course Title Instrustor startDate EncDate
ety Global Change & Env Sus 06012020 1470412020
[F] Teaching Timetable by Subj/Dpt B -
Display Options
. Show AMIPM
[ Teaching Timetable by Prog(PG) Dlsundoy R T

[ show Class Title
[ show instructors Flwednesday Saturday
Printer Friendly Page




Add classes
To add a new course

1. Click ‘Class Search / Add to Cart’ and select a term.

< Student Homepage

= View My Classes
F My Weekly Schedule
[F| Enrcliment Dates

[E%, Browse Course Catalog

¢/ Shopping Cart/ Enroll classes

5 Drop Classes

Manage Classes
Terms prior to 2019-20 Term 1

Terms on or after 2019-20 Term 1
2019-20 Term 1
2019-20 Term 2
2019-20 Term 3
2019-20 Term 4

2019-20 Summer Session

2 Swap Classes m

|5 Update Classes
1 Enrcliment Status

| Enrall by My Requirements

2. Search a class by inputting a keyword, it could be course code, subject, class and topic etc.

€ Class Search Resuits

2019-20 Term 2 Change
[ View My Classes
F My Weekly Schedule
1] Enroliment Dates
[E, Browse Course Catalog
Q) Class Search / Add to Cart
"/ Shopping Cart / Enroll classes

% Drop Classes

[+ Update Classes

71 Enrntimnnt Ctatie

Manage Classes

Search For Classes ()
COMM2
Additional ways to search

» Favorites

» Recently Viewed

= Swap Classes m




3. Select the search result.

€ Class Search

w Class Status

[ Open Classes Only

w Subject

] comm / Communication

w Class Meeting Days

O Fri
I Mon
[ Thurs
[ Tue
[ wed

0 2.5 -3 units

w Course Career

] Undergraduate

w Class Component

» Number of Units m

Class Search Resuits

COMM2160 - Communication Research Methods
3 units 5
1 Class Option Available

COMM2210 - News and Society
3 units 5
1 Class Option Available

COMM2300 - Sound and Creative Media
3 units
1 Class Option Available

I commz440 - Photojournalism
! 3 units

I 1Class Option Available

I

e e e e e e e mm e e e e e e e e e e e e e e e e e e e e = ===
COMM2500 - Introduction to Global Communication
3 units 5
1 Class Option Available

COMM2600 - Introduction to Journalism
3 units
1 Class Option Available

COMM2610 - Foreign News Desk Practice

4. Select a class. In this example, only one class for this course.

2019-20 Term 2

== View My Classes

[FT] My Weekly Schedule

[F[] Enroliment Dates

[a Browse Course Catalog

Q) Class Search { Add to Cart

"/ Shopping Cart / Enroll classes

Drop Classes

i,

-,
- Swap Classes
E’ Update Classes
] Enroliment Status

Z Enroll by My Requirements

COMM 2440
Photojournalism

“ Add to favorite courses
» Course Information

v Class Selection

Select a class option ) Selected Filters 1 option
Option Status Class Meeting Dates ?,a“ and  goom Instructor  Seats
mes
1 Open (B8423)C-LEC 10/, 17/1,24/1, 3101, 72, 14/2, 21/2,  Friday Humanities Mr K™ Hing Open Seals |
38/2, 6/3, 13/3, 20/3, 27/3, 3/4, 10/4,  2:30PMto  Building 6 Fai 150 15 1
1714 515PM 1
1




5. Review the selected class and click ‘Next’.

Class Search and Enroll

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

Review Class Selection
Vistted Step 1 of 3: Review Class Selection

You have selected
2 | Review Class Preferences
Not Started COMM 2440 Photojournalism

Option Status Cpen
3 | Review and Submit

Not Started = A
Class Session Meeting Dates Days and Times Seats

(B423 ) C-LEC Regular Academic Session 10/1, 17/1.24/1, 311, 7/2, 1412, 2172, Friday 2:30PM o 5:15PM Open Seats 15 of 15

2812, B3, 1313, 20/3. 2773, 314, 10/4,
1774

6. Leave Permission Number as blank. Click ‘Accept’ and then click ‘Next’.

X Exit Class Search and Enroll

— I
< Previous ‘ll Next > I|
==
2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

@ Review Class Selection -
Complete Step 2 of 3: Review Class Preferences

E> Réview Class Pratarences COMM 2440 Photojournalism

Complete (8423)C - LEC - Open

3 | Review and Submit Permission Number @
Not Started




7. Click ‘Submit’

x Exit Class Search and Enroll

2019-20 Term 2
7 !

The Chinese University of Hong Kong
Review Class Selection < . [— !
Compiee Step 3 of 3: Review and Submit 1| submt_|
“You have selected to add to your shopping cart Lo -
Review Class Preferences
Complsts COMM 2440 Photojournalism
Class Session Meeting Dates Days and Times Seats

(8423)C-LEC Regular Academic Session 10/1, 17/1, 24/1, 311, 7/2, 14/2, 21/2,  Friday 2:30PM to 5:15PM Open Seats 15 of 15
28/2, 6/3, 13/3, 20/3, 27/3, 314, 10/4,
1714

8. Click ‘Yes’

Are you sure you want to submit?

CUHK Confidential




9. The class had been added to shopping cart.

| ¢ Student Homepage Confirmation

Class(es) has been added to your Shopping Cart.

The Chinese University of Hong Kong

[==) View My Classes
4" COMM 2440 - Photojournalism

E My Weekly Schedule Class(es) has been added to your Shopping Cart. Please go to Shopping Cart to enroll for class(es).

=] Enraliment Dates O Return to Keywerd Search Page
[, Browse Course Catalog

Q) Class Search / Add to Cart

Shopping Cart / Enroll classes

% Drop Classes
o
- Swap Classes

@ Update Classes

[ Enroliment Status

10. Click ‘Shopping Cart / Add to Cart’ and choose the term.

£ Student Homepage Shopping Cart

2019-20 Term 2

Undergraduate
PN yiGlasaes | Detete || validate
[F] My Weekly Schedule .
Your Shopping Cart
=7 Enroliment Dates Select Availability Class Description Session :’,I:!l’::"d Room Instructor Units Seats Preferences
E Browse Course Catalog 0  open (8423)C-LEC COMM 2440 Regular  Friday Humanities H. K** 300 Open Change
Photojournalism Academic 2:30PMto  Building 6 Seats Preferences
Session  5:15PM 15 of
Q, Class Search / Add to Cart 15
| Do 1
| ./ Shopping Cart/Enroll classes | ] Open (4422)B-LEC COMM 2600 Regular  Thursday T.C. Cheng Staff 3.00 Open <Change
1 I R S g 1 Introduction to  Academic 2:30PMto Bldg C2 Seats Preferences
Journalism Session 5:15PM 40 of
40

% Drop Classes

: Swap Classes
E’ Update Classes
[F] Enroliment Status

|d Enroll by My Requirements




11. Select the checkbox of the class and click ‘Validate’.

< Student Homepage Shopping Cart

2019-20 Term 2 Ghange
Undergraduate =)

View My Classes |\ “Enroll

| Delete || Validate |

(e}
T My Weekly Schedule
! Y Your Shopping Cart

Days and

[F] Enroliment Dates Select Availability Class Description Session oo Room Instructor Units Seats Preferences
@ Browse Course Catalog ! | Open (8423 )C-LEC COMM 2440 Regular  Friday Humanities H. K** 3.00 Open Change
L- Photojournalism ~ Academic  2:30PMta  Building 6 Seats Preferences
Session  5:15PM 15 of
Q| Class Search / Add to Cart 15
',/ Shopping Cart/Enroll classes 0 Open (4422 )B-LEC COMM 2600 Regular ~ Thursday TC Cheng Staff 3.00 Open Change
ik Introductionto Academic  2:30PMto  Bidg C2 Seats Preferences
Journalism Session  5:15PM 40 of
= Drop Classes 40
-

& Swap Classes
E Update Classes
[T Enrollment Status

|d Enroll by My Requirements

12. Class validation is completed.

< Student Homepage

Class validation complete. See results below. x

View My Classes
«" COMM 2440 - Photojournalism

E:‘ My Weekly Schedule Okay to Add to Class Schedule.

[ ] Enroliment Dates

[éi Browse Course Catalog

Q Class Search / Add to Cart

./ Shopping Cart/ Enroll classes
5 Drop Classes

: Swap Classes

@ Update Classes

[T Enroliment Status

| 7 Enroll bv My Requirements




13. Click ‘Shopping Cart / Enroll classes’, check the checkbox of the class which had been validated.

Click ‘Enroll’ button.

< Student Homepage Shopplng Cart

2019-20 Term 2
Undergracuate Sanes

'

My Weekly Schedule

Your Shopping Cart

[7] Enraliment Dates ' Select Availability Class Description Session .ID.;::::"“ Room Instructor Units Seats Preferences
] 1=
E Browse Course Catalog L1 Open (8423)C-LEC COMM 2440 Regular  Friday Humanities H.K** 300 Open Change
- Photojournalism Academic 2:30PMto  Building 6 Seats Preferences
Session  5:15PM 15 of
Q) Class Search / Add to Cart 15
[ open (4422 )B-LEC COMM 2600 Regular ~ Thursday TC Cheng Staff 3.00 Open Change
Introduction to Academic  2:30PM o Bldg C2 Seats Preferences
Journalism Session  5:15PM 40 0f
40

[ Envoliment Status

| o7 Fnrall by Mv Reanirements

14. Click ‘Yes'.

Are you sure you want fo enroll?

CUHK Confidential




15. The class had been enrolled.

< Student Homepage

This class has been added to your schedule.

== View My Classes
= « COMM 2440 - Photojournalism

[ | My Wesky Scheduie This class has been added to your schedule.

[-| | Enroliment Dates
E Browse Course Catalog
Q Class Search / Add to Cart

"/ Shopping Cart/ Enroll classes

Drop Classes

=
2 Swap Classes
E’ Update Classes

h—‘ Enroliment Status




Drop Classes
To drop the course that you have enrolled successfully

26. Click ‘Drop Classes’ and select term.

< Student Homepage Selecta

2019-20 Term 1
Undergraduate

View My Classes
[F] My Weekly Schedule 2019-20 Term 2

Undergraduate
[F] Enroliment Dates

\_a Browse Course Catalog

Q Class Search / Add to Cart

Shopping Cart / Enroll classes

=

- Swap Classes
% Update Classes
[F] Enroliment Status

|d Enroll by My Requirements

27. Check the checkbox of classes to be dropped. Click ‘Next’.

% Exit op Classes
]

O I; 6195 ) J-LEC UGFN 1000 In Dialogue With ~ Friday 1:30PMto 2:15PM Yasumolo Int| Acad Park  J. Y** 3.00 Enrolled
! Nature
|

- |( 6890 ) JTO3 -TUT Thursday 11:30AM to Hui Yeung Shing Bldg i
1:15PM 03

‘ Next » ‘ 1
l ———— -
2019-20 Term 2
Undergraduate
Select Classes to Drop
Complete Step 1 of 2: Select Classes to Drop
2 | Review Glasses to Drop Iselect | class Description Days and Times Room Instructor Units Status
Not Started ! !
I O 1(5565)--LEC COMM 2500 Intro to Global Wednesday 10:30AM to Lee Shau Kee Building b 48 B 300 Enrolled
1 1 Comm 1:15PM 515
I I
1 O (4422)B-LEC COMM 2600 Introduction to Thursday 2:30PM to T.C. Cheng Bidg C2 Staff 3.00 Enrolied
1 1 Joumalism 8:15PM
I I
1 I( 6886 )--LEC GRMD 1402 Global Change & Monday 12:30PM to Wu Ho Man Yuen Bidg H.YWM 300 Enrolled
| | Env Sus 2:15PM 303
: :16413')—TD1—TUT
1 I
1 O |(5649)D-LEC PHED 1034 Squash (Women) Tuesday 10:30AM to Kwok Sports Bidg Q. XZ 1.00 Enrolled
| 12:15PM Squash Court
1
1
1
1




28. Click ‘Drop Classes’

x Exit Drop Classes ;
£ Previous
2019-20 Term 2
Undergraduate
—————— -
@ Select Classes to Drop . ! |
Complete Step 2 of 2: Review Classes to Drop : ﬁl
E Review mﬂﬁlﬁhbmp Class Description Days and Times Room Instructor Units Status
(6886)--LEC ‘GRMD 1402 Global Change & Env Monday 12:30PM to Wu Ho Man Yuen Bldg H. YWM 3.00 Enrolled
sus 2:15PM

| (6413)-TO1-TUT

29. Click ‘Yes'.

Confirm that the following class(es) are to be dropped

[==——
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30. The class had been dropped successfully.

| « Student Homepage | Confirmation

The process is complete please see resuits below

« GRMD 1402 - Global Change and Environmental Sustainability

Elj My Weekly Schedulie This class has been dropped.

[ Enroliment Dates

E Browse Course Catalog

Q Class Search / Add to Cart
"/ Shopping Cart / Enroll classes
= Drop Classes

: Swap Classes

@' Update Classes

[ Enroliment Status




Swap Classes
To drop a class on condition that the class you want to add has successfully added

31. Click ‘Swap Classes’

£ Student Homepage Manage Classes

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

[ View My Classes Swap Classes

i My Weekly Schedule Select the class you wish to swap then select the class you wish to replace it with.

Swap This Class

[T1 Enroliment Dates Select from your schedule

E Browse Course Catalog

With This Class

Q Class Search / Add to Cart
Search for Classes

¢/ Shopping Cart / Enroll classes Class Search v
m Or
Drop Classes
Select from Shopping Cart
= m o m e -
1
:= Swap Classes v
e o

[E{etpiate Glces Enter Class Number
H | Enroliment Status

|~ Enroll by My Requirements

£ Planner

32. Select the class to be swapped from a drop down list.

< Student Homepage Manage Classes

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

¥ View My Classes Swap Classes

£ My Weekly Schedule Select the class you wish to swap then select the class you wish to replace it with

Swap This Class

'] Enraliment Dates Select from your schedule
r

|| PHED 1034: Squash (Women) v

With This Class

(B, Browse Course Catalog

Q, Class Search / Add to Cart
Search for Classes

"¢/ Shopping Cart / Enroll classes Class Search A

or

% Drop Classes
=D Select from Shopping Cart

= Swap Classes m ™
or

[ Upoate Classes Enter Class Number

] Enroliment Status | [

|~ Enroll by My Requirements

Y Planner




33. Select the class swap with your schedule by class search, select from shopping cart or enter the class
number directly. In the example, we use class search function.

Click ‘Search’

< Student Homep: Manage Classes

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

[=] View My Classes Swap Classes

F My Weekly Schedule Select the class you wish to swap then select the class you wish to replace it with

Swap This Class

[1'] Enroliment Dates Select from your schedule

B, Browse Course Catalog PHED 1034' Squash (Women) v

With This Class

Q, Class Search / Add to Cart
f SeAeOrCIasses L o e e e e
I

./ Shopping Cart / Enroll classes : Class Search
___________________________ 1
) or
= Drop Classes
= D Select from Shopping Cart
= Swap Classes m ™
or
[8F Updatc-Elosces Enter Class Number

] Enroliment Status ‘ |

|~ Enroli by My Requirements

1 Planner

34. Enter the searching criteria. Press enter or ‘>>" button.

< Swap Classes Class Search

2019-20 Term 2
Undergraduate

Search For Classes

[== View My Classes

| PHED|
[T My Weekly Schedule Additional ways to search
[ Enroliment Dates + Recently Viewed
COMM 2600
[% Browse Course Catalog Introduction to Journalism 3

1 class opfion available

Q Class Search / Add to Cart
COMM 2500

Introduction to Global Communication >

Shopping Cart / Enroll classes
1 class option available

-:» Drop Classes GRMD 1402

Global Change and Environmental Sustainability >
: Swap Classes 1 class option available
Er Update Classes SOWK 1113

Self-development in Changing Society b

2 class oplions available
[ Enroliment Status p

ECON 1111
E Enroll by My Reguirements Mathematical Methods in Economics Il b

2 class options available

o
[ Fannec Delete All

5] Timetable Planner




35. Select the searching result.

< Swap Classes Class Search Results
w Class Status View Search Results
] Open Classes Cnly 38 Courses with keyword: PHED
w Subject e
[T PHED / Physical Education PHED1011 - Track and Field (Men)
1 unit
1 Class Option Available 4
w Class Meeting Days
O Fri PHED1012 - Track and Field (Women)
1 unit
L Mon 1 Class Option Available 2
[ sat
O sun PHED1017 - Physical Conditioning (Men)
[ Thurs 1 unit >
9 Class Options Available
O Tue
O wed

1 unit

m PHED1018 - Physical Conditioning (Women)
11 Class Options Available

v Class Start Times

[ start 10am - 12pm
PHED1021 - Basketball (Men)
[7] start 12pm - 2pm i

[ start 2pm - 4pm 10 Class Options Available

[ start 8am - 10am
PHED1022 - Basketball (Women)

1 unit

v Class End Times 9 Class Options Available

[ End 11am - 1pm
T Cnd 4nmm Snm PHFENAN22 _ \/nllavhall (Man)

36. Select Class.

Class Search Results

2019-20 Term 2
Undergraduate

View My Classes PHED 1024
Volleyball
[T My Weekly Schedule dlieyhalliNamen)
» Course Information

[ Enroliment Dates + Class Selection

E Browse Course Catalog Select a class option § Selected Filters 4 options
Option Status Class Meeting Dates SvEans Room Instructor  Seats
Q, Class Search / Add to Cart
a Open (8632)A-LEC 7N, 14/1, 211, 281, 412, 11/2, 18/2, Tuesday The Thomas H.C. Ms. L* Sau Open Seats
2512, 373, 1073, 1713, 24/3, 31/3, 714, 10:30AM to Cheung Gym, UC Ying 240724
"/ Shopping Cart/ Enroll classes 14/4 12:15PM
P |
% Drop Classes 2 Open ! (8633 ) B- LEC, 61, 13/1, 20/1, 271, 312, 1042, 17/2, Monday The Thomas H.C. Ms._ L™ Sau Open Seats
e - 24/2, 273, 913, 16/3, 23/3, 30/3, 6/4, 13/4 2:30PM to Cheung Gym, UC Ying 24 0f24
5 4:15PM
4= Swap Classes
) Open (8634 )C-LEC 71, 14/1, 211, 28/1, 4/2, 11/2,18/2, Tuesday The Thomas H.C. Miss C™* Chi  Open Seats
E Update Classes 2512, 373, 10/3, 1713, 2413, 31/3, 7/4, 2:30PM to Cheung Gym, UC Ngan 24 0f 24
14/4 4:15PM
Iﬁ Enroliment Status T =
4 Open (8635)D-LEC 61,131,201, 271, 3/2, 10/2, 1712, Monday The Thomas H.C. Miss C=* Chi  Open Seats
2472, 273, 9/3, 16/3, 23/3, 30/3. 6/4, 13/4  8:30AM to Cheung Gym, UC Ngan 240f24
u Enroll by My Requirements 10:13AM

[] Planner




37. Review selected class. Click ‘Next’.

X Exit

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

D Review Class Selection
Visited

2 | Review Class Preferences
Mot Started

3 | Confirm Class Swap
Mot Started

38. Click ‘Accept’.

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

1 ‘ Review Class Selection
.~ Complete

E> Review Class Preferences
In Progress

3 | Confirm Class Swap
Not Started

Step 2 of 3: Review Class Preferences

Swap Classes

Step 1 of 3: Review Class Selection
You have selected

PHED 1024 Volleyball (Women)
Option Status Open
Class Session Meeting Dates Days and Times Seats

(8632 ) B -LEC Regular Academic Session 61, 13/1, 201, 2711, 3/2, 10/2, 1712, 24/2, 213, Monday 2:30PM to 4:15PM  Open Seats 24 of 24
9/3, 16/3, 2343, 30/3, 6/4, 13/4

Swap Classes :

£ Previous |

PHED 1024 Volieyball (Women)
(8633 ) B - LEC - Open

Permission Number @




39. Click ‘Next’.

Swap Classes

20189-20 Term 2
Undergraduate
The Chinese University of Hong Kong

Review Class Selection
Complate

Review Class Preferences
Complete

3 | Confirm Class Swap
Not Started

40. Click ‘Submit’

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kang

1 Review Class Selection
o~ Complete

2 | Review Class Preferences
.~ Complete

Confirm Class Swap
Visited

— . |l
< Previous H Next > ||

Step 2 of 3: Review Class Preferences

PHED 1024 Volieyball (Women)
(8633 )5 - LEC- Open

Permission Number @

Swap Classes

Step 3 of 3: Confirm Class Swap

You are replacing this Class

PHED 1034 Squash (Wemen)
Class Session Meeting Dates Days and Times

(5649)D-LEC Regular Academic Session 7/1, 14/1, 21/1, 28/1, 4/2, 11/2, 18/2, 25/2, 3/3, 10/3. 17i3, 24/3, 31/3, 7/4, 14/4 Tuesday 10:30AM to 12:15PM

With this Class
PHED 1024 Volleyball (Women)
Option Status Open

Class Session Meeting Dates Days and Times

(8633)B-LEC Regular Academic Session 6/1, 13/1, 20/1, 27/1, 3/2, 102, 1742, 24/2, 2/3, 9/3, 16/3, 23/3, 30/3, 6/4, 13/4 Monday 2:30PM io 4:15PM

< Previous. ‘

Seats

Open Seats 23 of 24

Seats

Open Seals 24 of 24




41. Click ‘Yes’

Are you sure you want to submit?

42. The class had been swapped successfully.

0 atio

¥ IR

[<5] View My Classes

[F My Weekly Schedule

« Swap PHED 1034 - Squash (Women) with PHED 1024 - Volleyball (Women)

This class has been added 1o your schedule.

[ Enroliment Dates

[, Browse Course Catalog

Q, Class Search / Add to Cart

"/ Shopping Cart / Enroll classes

;a' Diop Classes

& swap Classes.

[5 Update Classes

[Fr Enroliment Status

|~ Enroll by My Requirements

Ptanner
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Update Classes
To swapping the related tutorial class section without dropping the lecture class

43. Click ‘Update Classes’. Select the class to be updated.

< Student Homepage

2019-20 Term 2
Undergraduate

[ View My Classes

Q_ Class Search / Add to Cart
w Shopping Cart/ Enroll classes
= Drop Classes

= Swap Classes

[ Enroliment Status,
|~ Enroll by My Requirements

=

Planner

[1] Timetable Planner

[] Teaching Timetabie by Subj/Dpt

Manage Classes

44, Check the checkbox of the class (tutorial) you want to update.

Click ‘Next’.

Update Classes

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

D Alternative Class Options
Visited Step 1 of 3: Alternative Class Options

2 | Class Preferences The following class information can be amended

Not Started
UGFN 1000 In Dialogue With Nature
3 | Review and Submit Option 1 - Open
Not Started
Select Class Meeting Dates Days and Times Seats
(m] (6195 )J-LEC 171/2020 - 31/7/2020 Friday 1:30PM to 2:15PM Open Seats 99 of 100
(6211 ) JT01 - TUT 1/1/2020 - 31/7/2020 Tuesday 9:30AM to 11:15AM Open Seats 25 of 25
Option 2 - Open
Select Class Meeting Dates Days and Times Seats
O (6195)J-LEC 1/1/2020 - 31/7/2020 Friday 1:30PM to 2:15PM Open Seats 99 of 100
(6162 ) JT04 - TUT 1/1/2020 - 31/7/2020 Thursday 1:30PM to 3:15PM Open Seats 25 of 25
- Open
: Class Meeting Dates Days and Times Seats
(6195)J-LEC 11172020 - 31/7/2020 Friday 1:30PM 10 2:15PM Open Seats 99 of 100

(6891 ) JT02-TUT 1/1/2020 - 31/7/2020

Tuesday 11:30AM to 1:15PM

Open Seats 25 of 25

Update Classes
[T My Weekly Schedule (Class _ _ _ _ _ _Deseripton  _ _ _ _ _ _ _ _ _ _ _ _ _ _DaysamdTmes _ _ _ _ _ _ _ _ _ Unts__ __Smtus
EJ oo oais : (6195)J-LEC UGFN 1000 In Dizlogue With Nature Friday 1:30PM to 2:15PM 3.00 Enrolled
= | (6890 ) JTOS - TUT Thursday 11:30AM to 1.15PM
[E%, Browse Course Catalog I o e e e e e e E e e e e e e e e e e e e e e e e e e e e e e e e e e e e e === =




45, Click ‘Accept’

2018-20 Term 2
Undergraduate
The Chinese University of Hong Kong

1 | Alternative Class Options
Visited

Class Preferences
In Progress

Review and Submit
Mot Started

46. Click ‘Next’.

2019-20 Term 2
Undergraduate
The Chinese University of Hong Kong

1 | Alternative Class Options
Visite

Class Preferences
Complete:

3 | Review and Submit
Not Started

Step 2 of 3: Class Preferences
UGFN 1000 In Dialogue With Nature
(6195 ) J - LEC - Open

(6891 ) JTO2 - TUT - Open

Permission Number @

Step 2 of 3: Class Preferences
UGFN 1000 In Dialogue With Nature
(6195 ) J - LEC - Open

{6891 ) JTO2 - TUT - Open

Permission Number @

Update Classes

Update Classes

< Previous I‘ | Next >

< Previous I




47. Click ‘Submit’

2019-20 Term 2
Underg

The Chinese University of Hong Kong

Update Classes

Alternative Class Options
Visited

Class Preferences
Complete

Step 3 of 3: Review and Submit

UGFN 1000 In Dialogue With Nature

You are ing these Classes

48. Click ‘Yes'.

Current Enroliment Status: ~ Enrolled

Class Session

Days and Times

Room Seats

(8195 )J-LEC Regular Academic Session

(6890 ) JTO3 - TUT  Regular Academic Session

Friday 1:30PM fo 2:15PM

Thursday 11:30AM to 1:15PM

Yasumoto Int'l Acad Park LT8 Open Seats 99 of 100

Hui Yeung Shing Bidg 303 Open Seats 24 of 25

With these Classes

Selected Option Status: Open

Class ‘Session

Days and Times

Room Seats

(6195 ) J-LEC Regular Academic Session

(6891)JT02-TUT Regular Academic Session

Friday 1:30PM to 2:15PM

Tuesday 11:30AM to 1:15PM

Yasumoto Int'l Acad Park LT8 Open Seats 99 of 100

Wong Foo Yuan Bldg 603 ‘Open Seats 25 of 25

Class Preferences

Permission Number

None

Are you sure you want to submit?
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49. The class is updated.

Selected class has been updated.

TS GIIES UV ErSIy VT Ty 1Suy

[ View My Classes
- + UGFN 1000 - In Dialogue With Nature

hj My Weekly Schedule Selected class has been updated

[T Enrotiment Dates
E Browse Course Catalog
Q, Class Search / Add to Cart
./ Shopping Cart/ Enroll classes
= Drop Classes
: Swap Classes
[%‘ Update Classes
[T Enroliment Status
| Enroll by My Requirements

FE] Pianner

[F] Timetable Planner

To learn more on “How to use Chinese University Student Information System (CUSIS)”, please visit

e  Computer-basd training: http://www.cuhk.edu.hk/cusis/login/howto/cbt-student/

e FAQs and How-to page: http://www.cuhk.edu.hk/cusis/fags.html




