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Introduction   
 

This User Guide is divided into different sections for respective user groups as follows:  

STUDY PLAN:  

I. Student 
II. Supervisor 

III. Programme Administrator and Division operational staff 
IV. Head of Graduate Division 

PROGRESS REPORT: 

V. Student and Student feedback 
VI. Supervisor 

VII. Programme Administrator and Division operational staff 
VIII. Head of Graduate Division 
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Minimum System Requirements and User Tips 
 

Browser 
CUSIS is compatible to desktop and mobile versions of most commonly used browsers. For details on supported 
browser versions, please visit https://www.cuhk.edu.hk/cusis/com/cusis-PCrequirement.pdf.    

 

Pop-up Blocker 
You might need to allow pop-ups in your browsers to access some specific CUHK online information. If your 
internet browser blocks pop-ups by default, you could follow the steps at www.cuhk.edu.hk/itsc/training/faq-
popup.html to allow cuhk.edu.hk for pop-ups.  

 

Session Timeout 
When you leave the MyCUHK window idle for more than 20 minutes, the system will log you out automatically. 
The session timeout message box will pop up two minutes before your session expires.  Simply click OK to 
remain signed in.  

https://www.cuhk.edu.hk/cusis/com/cusis-PCrequirement.pdf
http://www.cuhk.edu.hk/itsc/training/faq-popup.html
http://www.cuhk.edu.hk/itsc/training/faq-popup.html
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Workflow for Submission of Study Plan and Progress Report 

 

Study 

Plan 

S1 Student to submit Study Plan 
  ↓ 

S2 Programme Administrator to check Study Plan 
  ↓ 

S3 Supervisor to review Study Plan 
  ↓ 

S4 Head of Graduate Division to endorse Study Plan 
    ↓ 

Progress 

Report 

P1 Student to submit Progress Report 
  ↓ 

P2 Programme Administrator to check Progress Report 
  ↓ 

P3           Supervisor to review Progress Report and complete the Supervisor’s Section 
  ↓ 

P4 Student to view Supervisor’s comments and provide feedback 
 ↓ 

P5 Head of Graduate Division to review and endorse Progress Report 
 

  

Return 

Return Re-
submit 

Return 

Return Re-
submit 
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STUDY PLAN 
At the beginning of each academic year, each research postgraduate student has to complete and submit a Study 
Plan annually to be reviewed by his/her Supervisor (thesis supervisor if already assigned, divisional adviser 
otherwise), and endorsed by the Head of Graduate Division. The Supervisor must ensure that the student fulfill 
all coursework, candidacy examination, qualifying examination, and third language (if applicable) requirements 
for graduation. 

Student and Supervisor should meet to discuss this Study Plan prior to completing and submitting it to the Online 
Study Plan and Progress Report. 

 

I. Student 
 

A. Workflow for Submission 
S1 Student to submit Study Plan 
  ↓ 

S2 Programme Administrator to check Study Plan 
  ↓ 

S3 Supervisor to review Study Plan 
  ↓ 

S4 Head of Graduate Division to endorse Study Plan 
 

  

Return 

Return 
Re-
submit 
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B. Login 
Path: MyCUHK > CUSIS > Academic Progress > Study Plan & Progress (RPG) 

 

• Login MyCUHK with Student ID and OnePass (CWEM) password. 

  1 

2 

3 
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C. System Main Menu 
Please follow the instructions in each Section to complete the Study Plan. 
You can click on the number buttons or “Quick Navigation” in subsequent screens to jump to different 
Sections.  
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1) Course requirements 

Students should input the required courses and elective/other courses planned to be taken in the current 
academic year (i.e., 1 August of this year to 31 July of the following year).  

 

• “Course code”: Input the course code or click the magnifier icon   to choose. 
• “ ”: Click  to add a row and   to delete a row.  
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 

 

  

You can show or hide the 
details by clicking on the 

Expand/Collapse icon next 
to the academic year. 
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2) Language requirements 

Students should indicate the language requirements they are required to fulfill for graduation, if any. 

For language requirements completed and inputted in the endorsed Progress Report in previous year(s), the 
completion details will be retrieved automatically. 

 

• Choose the applicable option 
o “Not Required” 
o “Required - Chinese”: Required to study Chinese 
o “Required - English”: Required to study English 
o “Required - Others”: Click the checkbox and fill in the required language 

• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 
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3) Qualifying examination/Candidacy requirements 

Doctoral students must pass the qualifying examination/candidacy requirements for advancement to doctoral 
candidature.  

Content shown in this Section depends on the student’s study programme. 

For qualifying examination/candidacy requirements completed and inputted in the endorsed Progress Report 
in previous year(s), the completion details will be retrieved automatically. 

 

For other requirements, if any: 

• “Requirement”: Specify other requirements. 
• “ ”: Click  to add a row and   to delete a row.  
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 
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4) Improving Postgraduate Learning (IPL) 

For IPL requirements completed and inputted in the endorsed Progress Report in previous year(s), the 
completion details will be retrieved automatically. 

Compulsory IPL course(s): 

 

• “OIP course exempted”: Exemption is only granted by CLEAR. 

 

  

http://www.cuhk.edu.hk/clear/prodev/ipl.html
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Other IPL courses (as required by the Programme or recommended by the Supervisor or as an optional choice): 

 

• “Course title”: Choose the course from the drop-down menu. 
• “ ”: Click  to add a row and  to delete a row.  
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 
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5) Research Ethics Training (RET) 

Content shown in this Section depends on the student’s study programme. 

For RET requirements completed and inputted in the endorsed Progress Report in previous year(s), the 
completion details will be retrieved automatically. 

 

• “Module title”: Choose the module from the drop-down menu. 
• “ ”: Click  to add a row and  to delete a row.  
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 
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6) Thesis/Research and other academic activities 

Students who plan to undertake an activity in the current academic year (i.e., 1 August of this year to 31 July 
of the following year) should complete this Section. 

For thesis/research and other academic activities completed and inputted in the endorsed Progress Report in 
previous year(s), the completion details will be retrieved automatically. 

 

• “Type of activities”: Choose the activity from the drop-down menu. 
• “Plan”: Briefly describe the activity.  
• “ ”: Click  to add a row and  to delete a row. 
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 
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7) Research supervision (for viewing only) 

Students can view the names of their Supervisors and Co-supervisors in this Section. 

 

• NEXT: Move to the next Section. 
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8) Progression milestones (for viewing only) 

Information saved in the Study Plan will be collated and shown in this Section. 

Students can amend the content of a particular Section by clicking the relevant link under “Quick Navigation” 
to go back to the page for editing. 

 

To view previous report(s), 
choose from the academic 

years listed. 
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• “Quick Navigation”: Click the relevant link to go back to the relevant Section for editing. 
• SUBMIT TO DIVISION: Submit the Study Plan to Programme Administrator for checking.  

 

  

You may go to a 
particular Section for 

revision by clicking the 
relevant link under 

“Quick Navigation” for 
revision. 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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D. Submission and Review Process 

1) Submission by Student 

On completion of the Study Plan, students should submit it to the Division (Programme Administrator) for 
checking by clicking the button SUBMIT TO DIVISION.  

 

 

A confirmation dialog will then be shown. 

 

 

Upon clicking Yes, the below message will be displayed for successful submission. 

 

 

Study Plan Status will be updated. 

 

 

Step S1 in the workflow is completed. 

A notification email to the Division (Programme Administrator) will be sent. 
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2) Return by Division Staff (Programme Administrator) to Student (where applicable) 

Programme Administrator may return the Study Plan to students for amendment or further updating, in which 
case a notification email to the student will be sent. 

Student should consult the Programme Administrator and then access the system to amend, if necessary, and 
re-submit the Study Plan. 

 

3) Return by Supervisor to Student (where applicable) 

Supervisor may return the Study Plan to a student for amendment or further updating, in which case a 
notification email to the student will be sent. 

Student should consult the Supervisor and then access the system to amend, if necessary, and re-submit the 
Study Plan. 
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II. Programme Administrator and Division operational staff 
(Step designated by the Division to provide administration support for submission of Study Plan and 
Progress Report) 

 

A. Workflow for Submission of Progress Report 
S1 Student to submit Study Plan 
  ↓ 

S2 Programme Administrator to check Study Plan 
  ↓ 

S3 Supervisor to review Study Plan 
  ↓ 

S4 Head of Graduate Division to endorse Study Plan 
 

 

B. Pre-condition 
Student has submitted the Study Plan for the academic year concerned, i.e., step S1 is completed. 

 

  

Return 

Return Re-
submit 
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C. Login 
Path: MyCUHK > CUSIS > CUSIS Administrative Services 

 

• Login MyCUHK with Staff ID and OnePass (CWEM) password. 

  

1 

2 

3 
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D. Programme Administrator Maintenance 
Path: MyCUHK > CUSIS > CUSIS Administrative Services > Records and Enrollment > Study Plan & 
Progress Report > Prog Adm for Plan and Report 

Divisions can update the Programme Administrator for Study Plan and Progress Report. 

 

•  “Programme Administrator”: Input the Staff ID of the Programme Administrator to be designated 
for the programme. The system will retrieve the staff name automatically. 

• “Additional Email Address (Optional)”: All notifications can be sent to an additional email account 
if provided. 

• SAVE: To confirm the update. 
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E. Research Student Supervisor Maintenance 
Path: MyCUHK > CUSIS > CUSIS Administrative Services > Records and Enrollment > Study Plan & 
Progress Report > Research Student Supervision 

Divisions can update the approved Supervisor(s)/Co-supervisor(s) for Study Plan and Progress Report. 

 

• “EmplID”: Input the Student ID number to retrieve the specific student supervision record. 
• “Campus ID”, “National ID”, “Last Name”, “First Name”: Input the corresponding field to search 

with the information you have. 
• To show all students under the Division to whose records you have access right, leave all fields blank.  
• Search: To search according to the information you provided, then choose the student for whom you 

would like to update his/her Supervisor(s)/Co-supervisor(s) for Study Plan and Progress Report. 
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• “Effective Date”: Input an effective date for the update.  
• “ID”: Input Supervisor’s Staff ID number for the student. The system will retrieve the name of the 

Supervisor automatically.  
• “Role”: Choose the role from the drop-down menu. 
• “Study Plan/Progress Report In-charge”: Check the box for the one who will discharge the role. 
• “ ”: Click  to add a row and  to delete a record. 
• SAVE: To confirm the update. 
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F. Pagelet Setup 
Path: CUSIS > Home > Personalize > Content 

To view the Study Plan and Progress Report(s) pending your checking, you may set the Pagelet on the front 
page of CUSIS. 

• Go to the path: CUSIS > Home > Personalize > Content 
• Check the box under “PeopleSoft Applications” > “Study Pln/Progress Rpt Pending” 
• Setup completed. You may find a list of Study Plan and Progress Report pending your checking, if any, 

when you login CUSIS. 

 

  

1 

2 

3 
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G. Retrieval of Study Plan 
Path: MyCUHK > CUSIS > CUSIS Administrative Services > Records and Enrollment > Study Plan & 
Progress Report > Study Plan and Progress Report 

 

• “EmplID”: Input student ID number to retrieve a specific Study Plan or click the magnifier icon   to 
choose (to show all students, leave this field blank).  

• “Study Plan Status”: Click the magnifier icon   to choose Study Plan with a specific study plan 
status. 

• “Progress Report Status”: Click the magnifier icon   to choose Progress Report with a specific 
progress report status. 

• “Academic Program”: Input programme code. 

Only submitted study plan will be retrieved. To view a Study Plan, click on the record under “Search 
Results”: 
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For the Study Plan pending your checking, Study Plan Status will be “Pending check by Division”. 
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To complete the task, click SUBMIT TO SUPERVISOR as appropriate. 

To view previous report(s), 
choose from the academic 

years listed. 

Content shown in this 
Section depends on the 

student’s study 
programme. 
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Content shown in this Section depends on 
the student’s study programme. 
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Content shown in this Section depends on 
the student’s study programme. 



Page 36 of 122 

To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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H. Return of Study Plan to Student (where applicable) 
After checking the Study Plan, programme administrator may return the Study Plan to the student for 
revision, choose RETURN TO STUDENT, in which case a notification email to the student will be sent.  

 

 

A confirmation dialog will then be shown. 

 

 

Upon clicking Yes, the below message will be displayed for successful return.  

  

 

The Study Plan Status will be updated. 
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I. Submission of Study Plan to Supervisor 
After checking the Study Plan, Programme Administrator may submit the Study Plan to the Supervisor for 
reviewing by clicking the button SUBMIT TO SUPERVISOR. 

 

 

A confirmation dialog will then be shown. 

  

 

Upon clicking Yes, the below message will be displayed for successful submission.  

  

 

The Study Plan Status will be updated. 

 

 

Step S2 in the workflow is completed. 

A notification email to the Supervisor will be sent.  
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III. Supervisor 
 

A. Workflow for Submission 
S1 Student to submit Study Plan 
  ↓ 

S2 Programme Administrator to check Study Plan 
  ↓ 

S3 Supervisor to review Study Plan 
  ↓ 

S4 Head of Graduate Division to endorse Study Plan 
 

 

 

B. Pre-condition 
Programme Administrator has submitted the Study Plan for the academic year concerned, i.e., step S2 is 
completed. 

 

  

Return 

Return Re-
submit 
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C. Login 
Path: MyCUHK > CUSIS > CUSIS Services for Instructors > Study Plan & Report-Supervisor 

  

• Login MyCUHK with Staff ID and OnePass (CWEM) password. 

  

1 

2 

3 
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If you have not been assigned the role of Supervisor or Co-supervisor for Study Plan and Progress Report, 
the below message will be displayed.  Please contact your Division staff for update where applicable. 
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D. Submission and Review Process 
Supervisors can view the Study Plan submitted by the students by clicking “Review”. 

 

“To Review” Tab: A list of Study Plan/Progress Report of the students under your supervision requiring 
action. 

 

 
“Full List” Tab: A full list of Study Plan/Progress Report of all students under your supervision. 
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A new browser will pop up for reviewing the Study Plan. 

To view previous report(s), choose from the academic years listed. 

Content shown in this Section depends on 
the student’s study programme. 
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Content shown in this Section depends on 
the student’s study programme. 
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Content shown in this Section depends on 
the student’s study programme. 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 
 

b) Previous report not yet completed: 
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E. Return of Study Plan to Student (where applicable) 
After reviewing the Study Plan, Supervisor may return the Study Plan to the student for revision, choose 
RETURN TO STUDENT, in which case a notification email to the student will be sent. 

Student should consult the Supervisor and then access the system to amend, if necessary, and re-submit the 
Study Plan. 

 

 

A confirmation dialog will then be shown. 
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F. Submission of Study Plan to Head of Graduate Division 
After checking the Study Plan, Supervisor may submit the Study Plan to the Head of Graduate Division for 
review by clicking the approval statement and the button SUBMIT TO HEAD OF GRADUATE DIVISION. 

 

 

A confirmation dialog will then be shown. 

 
 

Step S3 in the workflow is completed. 

A notification email to the Supervisor will be sent. 
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G. Return of Study Plan by Head of Graduate Division (where applicable) 
If the Head of Graduate Division has returned the Study Plan (in which case a notification email will be 
sent), the Supervisor may either re-submit to the Head of Graduate Division for endorsement after 
clarification or return the Study Plan to the student for further amendment (please refer to Section E), after 
which the Supervisor should re-submit the Study Plan to the Head of Graduate Division again for 
endorsement (please refer to Section F). 
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IV. Head of Graduate Division 
 

A. Workflow for Submission 
S1 Student to submit Study Plan 
  ↓ 

S2 Programme Administrator to check Study Plan 
  ↓ 

S3 Supervisor to review Study Plan 
  ↓ 

S4 Head of Graduate Division to endorse Study Plan 
 

 

B. Pre-condition 
Study Plan has been reviewed by Supervisor for the academic year concerned, i.e., step S3. 

 

  

Return 

Return Re-
submit 
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C. Login 
Path: MyCUHK > CUSIS > CUSIS Services for Instructors > Study Plan & Report-DivHead 

 

• Login MyCUHK with Staff ID and OnePass (CWEM) password. 

 

  

1 

2 

3 



Page 52 of 122 

D. Submission and Review Process 
Head of Graduate Division can view the Study Plan submitted by the students by clicking View. 

“To Endorse Study Plan”: A list of Study Plan of students in your Division requiring action. 

 

 

If therer is no Study Plan pending your action, below screen will be shown.  
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A new browser will pop up for reviewing the Report. 

 

To view previous report(s), choose from the academic years listed. 

Content shown in this Section 
depends on the student’s study 

programme. 
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Content shown in this Section depends on 
the student’s study programme. 
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Content shown in this Section depends on 
the student’s study programme. 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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E. Return of Study Plan to Supervisor (where applicable) 
After reviewing the Study Plan, Head of Graduate Division may return the Study Plan to the Supervisor for 
clarification, select the student(s), then RETURN TO SUPERVISOR, in which case a notification email to 
the Supervisor will be sent. 
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F. Endorsement of the Study Plan(s) 
After reviewing the Study Plan(s), Head of Graduate Division can endorse the Study Plan(s) by choosing 
ENDORSE.  
 

 

 

Upon clicking ENDORSE, the below message will be displayed for successful endorsement. 

 

 

Step S4 in the workflow is completed. 

A notification email to the student will be sent.  
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G. View the endorsed Study Plan(s) and Progress Report(s) 
Head of Graduate Division can view the endorsed Study Plan and Progress Report under “Endorsed Plan(s) 
and Report(s)” by clicking View. 
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PROGRESS REPORT 
At the end of each academic year, each research postgraduate student has to complete and submit a Progress 
Report annually to be reviewed by the Supervisor and endorsed by the Head of Graduate Division. 

Student and Supervisor should meet to discuss this Progress Report prior to completing and submitting it to the 
Study Plan and Progress Report Online System. 

 

V. Student and Student Feedback 
 

Workflow for Submission 

 

P1 Student to submit Progress Report  
  ↓  

P2 Programme Administrator to check Progress Report 
  ↓ 

P3 Supervisor to review Progress Report and complete the Supervisor’s Section  
  ↓  

P4 Student to view Supervisor’s comments and provide feedback 
 ↓ 

P5 Head of Graduate Division to review and endorse Progress Report  
 

 

  

Return 

Return Re-
submit 
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Step P1    Student to Submit Progress Report  

A. Pre-condition 
Study Plan of the same academic year has been completed, i.e., endorsed by the Head of Graduate 
Division/completed step S4. 

 

B. Login 
Path: MyCUHK > CUSIS > Academic Progress > Study Plan & Progress (RPG) 

 

• Login MyCUHK with Student ID and OnePass (CWEM) password. 

 

 

1 

2 

3 
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C. System Main Menu 
Please follow the instructions in each Section to complete the Progress Report. 
You can click on the number buttons or “Quick Navigation” in subsequent screens to jump to different 
Sections.  
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1) Course requirements (for viewing only) 

All courses actually taken in the current academic year are listed, with grades if available. 

Changes are not allowed in the Course requirements Section. 

 

• NEXT: Move to the next Section. 

 

  

For the Progress 
Report the system 
will automatically 
retrieve the most 
updated courses 

that you have taken. 

You can show or hide the 
details by clicking on the 

Expand/Collapse icon 
next to the academic year. 
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2) Language requirements 

Students should input the year and the term of completion under “Completion” if the requirement has been 
fulfilled. 

For language requirements completed and inputted in the endorsed Progress Report in previous year(s), the 
completion details have been retrieved automatically. 

 

 

 

• “Completion: Academic Year”/”Term”: Choose the year and the term of completion from the drop-
down menu, if appropriate. 

• “Remarks”: For planned activities not yet conducted, please state the reason under “Remarks” if 
appropriate. 

• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 

 

 

  

Details inputted in 
the Study Plan 

cannot be deleted or 
amended in the 

Progress Report. 
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3) Qualifying examination/Candidacy requirements 

Doctoral students must pass the qualifying examination/candidacy requirements for advancement to doctoral 
candidature.  

Content shown in this Section depends on the student’s study programme. 

Students should input the year and the term of completion under “Completion” if all components of the 
requirement have been fulfilled. 

For Qualifying examination/Candidacy requirements completed and inputted in the endorsed Progress Report 
in previous year(s), the completion details have been retrieved automatically. 

 

• “Completion: Academic Year”/”Term”: Choose the year and the term of completion from the drop-
down menu, if appropriate. 

•  “Remarks”: For planned activities not yet conducted, please state the reason under “Remarks” if 
appropriate. 

• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 
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4) Improving Postgraduate Learning (IPL) 

Students should input the year and the term of completion under “Completion” if the requirement has been 
fulfilled.  

For IPL requirements completed and inputted in the endorsed Progress Report in previous year(s), the 
completion details have been retrieved automatically. 

 

Compulsory IPL course(s): 

 

 

• “Completion: Academic Year”/”Term”: Choose the year and the term of completion from the drop-
down menu, if appropriate. 

•  “Remarks”: For planned activities not yet conducted, please state the reason under “Remarks” if 
appropriate. 

• “OIP course exempted”: Exemption is only granted by CLEAR.  

http://www.cuhk.edu.hk/clear/prodev/ipl.html
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Other IPL courses (as required by the Programme or recommended by the Supervisor or as an optional choice):  

 

 

•  “Completion year”/”Completion term”: Choose the year and the term of completion from the drop-
down menu, if appropriate. 

•  “Remarks”: For planned courses not yet taken, please state the reason under “Remarks” if appropriate. 
• “ ”: Click  to add a row and  to delete a row.  
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 

 

  

For planned course(s) not yet completed, 
please state the reason under “Remarks” if 
appropriate. 

The Course title inputted in the Study Plan cannot 
be deleted or amended in the Progress Report. 
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5) Research Ethics Training (RET) 

Content shown in this Section depends on the student’s study programme. 

Students should input the year and the term of completion under “Completion” if the requirement has been 
fulfilled.  

For RET requirements completed and inputted in the endorsed Progress Report in previous year(s), the 
completion details have been retrieved automatically. 

 

• “Module title”: Choose the module from the drop-down menu. 
•  “Completion year”/”Completion term”: Choose the year and the term of completion from the drop-

down menu, if appropriate. 
•  “Remarks”: For planned modules not yet taken, please state the reason under “Remarks” if appropriate. 
• “ ”: Click  to add a row and  to delete a row.  
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 

 

 

  

The module title inputted in the Study Plan cannot 
be deleted or amended in the Progress Report. 
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6) Thesis/Research and other academic activities 

Students who have undertaken an activity in the current academic year (i.e., 1 August of this year to 31 July 
of the following year) should complete this Section. 

Students should input the year and the term of completion under “Completion” if the requirement has been 
fulfilled.  

For Thesis/Research and other academic activities completed and inputted in the endorsed Progress Report in 
previous year(s), the completion details have been retrieved automatically. 

 

•  “From (MM/YYYY)” and “To (MM/YYYY)”: Type in the month and year, if appropriate. 
o The start date and end date of the activity should be within the current academic year (i.e., 1 August 

of this year to 31 July of the following year). 
o The input format is (MM/YYYY), e.g., for March 2018, “03/2018” should be inputted. 

• “Remarks”: For planned activities not yet conducted, please state the reason under “Remarks” if 
appropriate. 

• “ ”: Click  to add a row and  to delete a row. 
• SAVE: Save the input of the Section before leaving the system. 
• NEXT: Move to the next Section. 

 

 

  

The activities and plan inputted in the Study 
Plan cannot be deleted or amended in the 

Progress Report. 
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7) Research supervision (for viewing only) 

Students can view the names of their Supervisors and Co-supervisors in this Section. 

 

 

• NEXT: Move to the next Section. 
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8) Progression milestones (for viewing only) 

Information saved in the Progress Report will be collated and shown in this Section. 

Students can amend the content of a particular Section by clicking the relevant link under “Quick Navigation” 
to go back to the page for editing. 

To view previous report(s), 
choose from the academic 

years listed. 
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• “Quick Navigation”: Click the relevant link to go back to the relevant Section for editing. 
• NEXT: Move to the next Section. 

 

 

  

You may go to a 
particular Section for 

revision by clicking the 
relevant link under 

“Quick Navigation” for 
revision. 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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9) Comments 

Student should complete the “Comments from student” section, then submit to the Division. 

 

To add comments and attachment: 

 

 

 

 

 

• Comments from student: Choose to add comments or not by clicking the applicable bullet. 
• SAVE: Save the input of the Section before leaving the system. 
• SUBMIT TO DIVISION: Submit the Progress Report to Programme Administrator for checking. 

 

 

 

  

Input comments. 
To view uploaded 

document, if 
applicable. 

 
To upload additional 

documents. 
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D. Submission and Review Process 

1) Submission by Student 

On completion of the Progress Report, students should submit it to the Division (Programme Administrator) 
for checking by clicking the button SUBMIT TO DIVISION. 

 
 

A confirmation dialog will then be shown. 

 

 

Upon clicking Yes, the below message will be displayed for successful submission. 

 

 

Progress Report Status will be updated. 

 

 

Step P1 in the workflow is completed. 

A notification email to the Division (Programme Administrator) will be sent. 
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2) Return by Division Staff (Programme Administrator) to Student (where applicable) 

Programme Administrator may return the Progress Report to students for amendment or further updating, in 
which case a notification email to the student will be sent. 

Student should consult the Programme Administrator and then access the system to amend, if necessary, and 
re-submit the Progress Report. 

 

3) Return by Supervisor to Student (where applicable) 

Supervisor may return the Progress Report to a student for amendment or further updating, in which case a 
notification email to the student will be sent. 

Student should consult the Supervisor and then access the system to amend, if necessary, and re-submit the 
Progress Report. 
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Step P4    Student to View Supervisor’s Comments and Provide Feedback  

A. Pre-condition 
Progress Report has been reviewed by Supervisor, i.e., step P3. 

 

B. Login 
Path: MyCUHK > CUSIS > Academic Progress > Study Plan & Progress (RPG) 

 

• Login MyCUHK with Student ID and OnePass (CWEM) password. 
•  
•  

 

1 

2 

3 
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Submission and Review Process 

Submission by Student 

To complete the “Student’s feedback to Supervisor’s comments” section, please click Section 9 to view the 
Supervisor’s comments and fill out the relevant section following the instructions.  
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On completion of the Progress Report, students should submit the Progress Report to the Head of Graduate 
Division for endorsement by clicking the button SUBMIT TO HEAD OF GRADUATE DIVISION. 
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A confirmation dialog will then be shown. 

  

 

Upon clicking Yes, the below message will be displayed for successful submission. 

 

 

Progress Report Status will be updated. 

 

 

Step P4 in the workflow is completed. 

A notification email to the Head of Graduate Division will be sent.   
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VI. Programme Administrator and Division operational staff  
(Staff designated by the Division to provide administrative support for submission of Study Plan and 
Progress Report) 

 

A. Workflow for Submission of Progress Report 

 

P1 Student to submit Progress Report  
  ↓  

P2 Programme Administrator to check Progress Report 
  ↓ 

P3 Supervisor to review Progress Report and complete the Supervisor’s Section  
  ↓  

P4 Student to view Supervisor’s comments and provide feedback 
 ↓ 

P5 Head of Graduate Division to review and endorse Progress Report in System  
 

 

B. Pre-condition 
Student has submitted the Progress Report for the academic year concerned, i.e., step P1 is completed. 

 

 

 

  

Return 

Return Re-
submit 
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C. Login 
Path: MyCUHK > CUSIS > CUSIS Administrative Services  

 

• Login MyCUHK with Staff ID and OnePass (CWEM) password. 

  

1 

2 

3 



Page 85 of 122 

D. Programme Administrator Maintenance 
Path: MyCUHK > CUSIS > CUSIS Administrative Services > Records and Enrollment > Study Plan & 
Progress Report > Prog Adm for Plan and Report 

Divisions can update the Programme Administrator for Study Plan and Progress Report. 

 

• “Programme Administrator”: Input the Staff ID of the Programme Administrator to be designated 
for the programme. The system will retrieve the staff name automatically. 

• “Additional Email Address (Optional)”: All notifications can be sent to an additional email account 
if provided. 

• SAVE: To confirm the update. 
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E. Research Student Supervisor Maintenance 
Path: MyCUHK > CUSIS > CUSIS Administrative Services > Records and Enrollment > Study Plan & 
Progress Report > Research Student Supervision 

Divisions can update the approved Supervisor(s)/Co-supervisor(s) for Study Plan and Progress Report. 

 

• “EmplID”: Input the Student ID number to retrieve the specific student supervision record. 
• “Campus ID”, “National ID”, “Last Name”, “First Name”: Input the corresponding field to search 

with the information you have. 
• To show all students under the Division to whose records you have access right, leave all fields blank.  
• Search: To search according to the information you provided, then choose the student for whom you 

would like to update his/her Supervisor(s)/Co-supervisor(s) for Study Plan and Progress Report. 
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•  “Effective Date”: Input an effective date for the update.  
• “ID”: Input Supervisor’s Staff ID number for the student. The system will retrieve the name of the 

Supervisor automatically.  
• “Role”: Choose the role from the drop-down menu. 
• “Study Plan/Progress Report In-charge”: Check the box for the one who will discharge the role. 
• “ ”: Click  to add a row and  to delete a record. 
• SAVE: To confirm the update. 
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F. Pagelet Setup 
Path: CUSIS > Home > Personalize > Content 

To view the Study Plan and Progress Report(s) pending your checking, you may set the Pagelet on the 
front page of CUSIS. 

• Go to the path: CUSIS > Home > Personalize > Content 
• Check the box under “PeopleSoft Applications” > “Study Pln/Progress Rpt Pending” 

• Setup completed. You may find a list of Study Plan and Progress Report pending your checking, if any, 
when you login CUSIS. 

 

 

  

1 

3 

2 
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G. Retrieval of Progress Report 
Path: MyCUHK > CUSIS > CUSIS Administrative Services > Records and Enrollment > Study Plan & 
Progress Report > Study Plan and Progress Report 

• “EmplID”: Input student ID number to retrieve a specific Study Plan or click the magnifier icon   to 
choose (to show all students, leave this field blank).  

• “Study Plan Status”: Click the magnifier icon   to choose Study Plan with a specific study plan 
status. 

• “Progress Report Status”: Click the magnifier icon   to choose Progress Report with a specific 
progress report status. 

• “Academic Program”: Input programme code. 

 

Only submitted Progress Report will be retrieved. To view a Progress Report, click on the record under 
“Search Results”: 
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For the Progress Report pending your checking, Progress Report Status will be “Pending check by 
Division”. 
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To complete the task, click SUBMIT TO SUPERVISOR as appropriate.  

 

Content shown in this 
Section depends on the 

student’s study 
programme. 

To view previous report(s), 
choose from the academic 

years listed. 
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Content shown in this Section depends on 
the student’s study programme. 

Content shown in this Section depends on 
the student’s study programme. 



Page 93 of 122 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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H. Return of Progress Report to Student (where applicable) 
After checking the Progress Report, Programme Administrator may return the Progress Report to the 
student for revision, choose RETURN TO STUDENT.  

 

 

A confirmation dialog will then be shown. 

  

 

Upon clicking Yes, the below message will be displayed for successful return.  

  

 

The Progress Report Status will be updated. 
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I. Submission of Progress Report to Supervisor 
After checking the Progress Report, Programme Administrator may submit the Progress Report to the 
Supervisor for reviewing by clicking the button SUBMIT TO SUPERVISOR. 

 

 

A confirmation dialog will then be shown. 

  

 

Upon clicking Yes, the below message will be displayed for successful submission.  

  

 

The Progress Report Status will be updated.

 

 

Step P2 in the workflow is completed. 

A notification email to the Supervisor will be sent. 
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VII. Supervisor 
 

A. Workflow for Submission 

 

P1 Student to submit Progress Report  
  ↓  

P2 Programme Administrator to check Progress Report 
  ↓ 

P3 Supervisor to review Progress Report and complete the Supervisor’s Section  
  ↓  

P4 Student to view Supervisor’s comments and provide feedback 
 ↓ 

P5 Head of Graduate Division to review and endorse Progress Report in System  
 

 

 

B. Pre-condition 
Programme Administrator has submitted the Progress Report for the academic year concerned, i.e., step P2 
is completed. 

 

  

Return 

Return 
Re-
submit 
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C. Login 
Path: MyCUHK > CUSIS > CUSIS Services for Instructors > Study Plan & Report-Supervisor 

 

• Login MyCUHK with Staff ID and OnePass (CWEM) password. 

  

1 

2 

3 
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If you have not been assigned the role of Supervisor or Co-supervisor for Study Plan and Progress Report, 
the below message will be displayed.  Please contact your Division staff for update where applicable. 
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D. Submission and Review Process 
Supervisors can view the Progress Report submitted by the students by clicking “Review”. 

“To Review” Tab: A list of Study Plan/Progress Report of the students under your supervision requiring 
action. 

 

 

 

”Full List” Tab: A full list of Study Plan/Progress Report of all students under your supervision. 
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A new browser will pop up for reviewing the Progress Report. 

To view previous 
report(s), choose from 

the academic years 
listed. 

Content shown in this Section depends on 
the student’s study programme. 
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Content shown in this Section depends on 
the student’s study programme. 

Content shown in this Section depends on 
the student’s study programme. 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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E. Return of Progress Report to Student (where applicable) 
After reviewing the Progress Report, Supervisor may return the Progress Report to the student for revision. 
Choose “return this Progress Report to the student for revision.”, then SUBMIT, in which case a 
notification email to the student will be sent. 

Student should consult the Supervisor and then access the system to amend, if necessary, and re-submit the 
Progress Report. 

 

 

A confirmation dialog will then be shown. 
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F. Providing comments on the Progress Report 
After reviewing the Progress Report, Supervisor may provide comments to the student. Choose “provide 
my below comments on the student’s study progress for viewing by the student.” 

 

 

“II. Comments from Supervisor:” will be expanded for Supervisor to input comments, then click SUBMIT 
to complete the task. 
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Please complete the whole Section 
(i.e., 1, 2 and 3). 
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“Not satisfactory” Academic Progress has been Chosen 
If “Not satisfactory” has been chosen under “Academic progress of the student”, “Suggested action to be 
taken by Division (optional):” will be expanded for Supervisor’s further completion. 
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G. Submission of Progress Report to the System for Viewing by the Student 
After reviewing the Progress Report and providing comments, Supervisor may submit the Progress Report 
to the system for student reviewing by clicking the button SUBMIT. 

 

 

A confirmation dialog will then be shown. 

 

 

The Progress Report Status will be updated. 

 

 

Step P3 in the workflow is completed. 

A notification email to the student will be sent.   
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H. Return of Progress Report by Head of Graduate Division (where applicable) 
If the Head of Graduate Division has returned the Progress Report (in which case a notificaiton email will 
be sent), the Supervisor may either re-submit to the Head of Graduate Division for endorsement after 
clarification or return the Progress Report to the student for further amendment (please refer to Section E), 
after which the Supervisor should re-submit the Progress Report to the Head of Graduate Division again for 
endorsement. 
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VIII. Head of Graduate Division 
 

A. Workflow for Submission 
 

P1 Student to submit Progress Report  
  ↓  

P2 Programme Administrator to check Progress Report 
  ↓ 

P3 Supervisor to review Progress Report and complete the Supervisor’s Section  
  ↓  

P4 Student to view Supervisor’s comments and provide feedback 
 ↓ 

P5 Head of Graduate Division to review and endorse Progress Report in System  
 

 

 

B. Pre-condition 
Student has submitted the feedback on Progress Report for the academic year concerned, i.e., step P4 is 
completed. 

 

 

 

  

Return 

Return 
Re-
submit 
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C. Login 
Path: MyCUHK > CUSIS > CUSIS Services for Instructors > Study Plan & Report-DivHead 

 

 

• Login MyCUHK with Staff ID and OnePass (CWEM) password. 

  

1 

2 

3 
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D. Submission and Review Process 
Head of Graduate Division can view the Progress Report submitted by the students by clicking View. 

“To Endorse Progress Report”: A list of Progress Report of students in your Division requiring action. 

 

 

If therer is no Progress Report pending your action, below screen will be shown.  
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A new browser will pop up for reviewing the Progress Report. 

To view previous 
report(s), choose 

from the academic 
years listed. 

Content shown in this Section 
depends on the student’s study 

programme. 
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Content shown in this Section depends on 
the student’s study programme. 

Content shown in this Section depends on 
the student’s study programme. 
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To view/download previous reports (if any) under “View previous reports”: 

a) Previous report completed: 

 

 

b) Previous report not yet completed: 
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E. Return of Progress Report to Supervisor (where applicable) 
After reviewing the Progress Report, Head of Graduate Division may return the Progress Report to the 
Supervisor for clarification, choose “return it to the Supervisor for clarification and re-submission.”, then 
SUBMIT, in which case a notification email to the Supervisor will be sent. 

 

 

A confirmation dialog will then be shown. 
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F. Endorsement of the Progress Report 
After reviewing the Progress Report, Head of Graduate Division can endorse the Progress Report by 
choosing “endorse it.” 

 

 

“II. Comments from Head of Graduate Division:” will be expanded for Head of Graduate Division to 
input comments, then click SUBMIT to complete the task. 

 

 

A confirmation dialog will then be shown. 
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Step P5 in the workflow is completed. 

A notification email to the student will be sent. 

 

~End~ 
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