THE EDUCATION UNIVERSITY OF HONG KONG (The Registry)

Quick Guide for online course add/drop

Important Note to all students:

The online course add/drop will be available during the designated period. It is your responsibility to ensure
completion of course add/drop before you take the full range of course activities including attendance at lectures
and all stipulated assessment tasks. Please take particular care to ensure that the whole registration process is
completed. The consequences of incomplete registration could be serious: you will not be allowed to attend the
course activities and any related assessment task(s) will not be marked nor recorded on the Transcript.

1. Purpose of On-line Course Add/Drop

> Allow you to add or drop courses in a specified time-slot (time ticket) via the e-Student
Information System (e-SIS).

2. Preparation for On-line Course Add/Drop

»  Check your personal time ticket for on-line course add/drop via The Portal (https://portal.eduhk.hk)
=> Course Reqg Links =» Time Ticket & CR =» Course Registration Time Ticket;

»  Study the curriculum of your programme; and

> Familiarize yourself with the e-SIS and the on-line course registration (CR) procedure.

3. On-line Course Add/Drop Procedures

> Access e-SIS via the direct URL (https://banner.eduhk.hk). You can also access e-SIS via The Portal
(https://portal.eduhk.hk)

> Goto Student Services = Course Registration

»  Perform Add/Drop in “Add/Drop Course Groups”:

- Add course: enter CRN =» Click “Submit Changes”;

- Drop course: Choose “Web Delete” in “Action” =» Click “Submit Changes”;
> Review your personal timetable once you have finished course add/drop; and

»  Review the Degree Audit Report in DegreeWorks (e-SIS = Student Services = DegreeWorks) on the
next day after Add/Drop.
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