
System Walkthrough for Applications for Late Course Add/Drop – Students 

1. Read the information carefully on RES Homepage under “Late Course Add/Drop on CUSIS”.   Logon CUSIS and select “Applications”. 
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2. Select “Late Course Add/Drop (UG)” under “UG Applications” on the menu.  
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3. Read “Notes for Applicants” before clicking “Submit New Application”. 
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4. Select “Drop Course” or “Add Course”.  Input relevant information and provide supporting document.   For late DROP, the application should be 
accompanied by supporting document pertaining to their reasons as deemed necessary by the course teacher/relevant office/Faculty concerned.   

 

Indicate to drop or add 
course 

Courses registered for the academic 
term concerned will be available for 
selection 

Insert the class number or select the class 

by clicking  

MUST input “Related Class” (e.g. Tutorial, Lab, 
etc) if it is a mandatory component 

MUST input contact 
phone number 

MUST input application reason(s) 

Upload supporting document 

Click “Submit” to submit the application.  Then review 
and confirm the application details.  
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MUST click “OK” to confirm the application.  
Otherwise, the application will not be processed.  

I broke my left leg and was hospitalized for 3 weeks.  Therefore I could not meet the deadlines for submitting 2 major 
individual reports.  Please allow me to drop the course this term and I will take it in a subsequent term.  My medical 
certificate is attached for your reference. 
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5. Student will receive email notification after the submission of application for late course add/drop. 

 

  

Chan, Tai Man 

Reason(s): I broke my left leg and was hospitalized for 3 weeks.  Therefore I could not meet the deadlines for submitting 2 major individual reports.  Please allow me 
to drop the course this term and I will add it in a subsequent term.  My medical certificate is attached for your reference. 
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6. Check application status 
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7. Application status “In Progress”, “Approved”, “Not Approved” or “Pushed Back” will be shown. For application “Approved”, check whether the course 
enrolment records under CUSIS are updated accordingly. No separate e-mail confirmation will be issued. 

 

  

Check ‘View My Classes’ under CUSIS 
to see whether course enrolment 
records have been updated 
accordingly. 
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8. Applications may be “pushed back” to students by course teachers due to various reasons.  Students concerned will receive notification email.  If the 
students still wish to continue with these applications, they should follow the advice of the course teachers and take appropriate action(s), and then re-
submit the application under CUSIS as early as possible.   

 

  

Chan, Tai Man 

Read the reason(s) provided by course 
teacher carefully and seek advice for 
taking appropriate action(s)  
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Follow the advice of course 
teacher and upload 
supporting document again, 
if deemed necessary 

Follow the advice of course 
teacher and update contact 
phone number and application 
reason(s), if deemed necessary. 

NOTE: Re-submit, if necessary, 
“pushed back” application BEFORE 
the end of application period; 
LATE submission will NOT be 
allowed. 


