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1 Introduction 
 

This user guide is used to help the research postgraduate students to select the course modules in the 

RPG On-line Course Registration System.  Students should access the system via HKU Portal-.  

Please visit the HKU Portal (hkuportal.hku.hk) and click “Self Service” � “Other Self Service” � 

“RPG Course Selection” to enter the course selection screen.   

 

 

2 On-line Course Selection 
 

Students can access the on-line course selection screen anytime during the Course Enrolment Period 

except the system backup time from 12am to 6am everyday until they have finalized their course 

selection.  The system will finalize the course selection for students automatically at the end of the 

Course Enrolment Period, if they have not done so.   
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2.1 Anatomy of the On-line Course Selection Screen 

 

The On-line Course selection Screen is divided into 3 parts: 

 

(a) Left-hand side 

It shows a list of courses you have temporarily selected, remark code of each course, if any, 

and the approval status of each course.  There are few buttons at the bottom: 

� TimeTable: to display timetables of the selected course(s) shown above 

� Report: to show the selected course(s) in a report format 

� Save: to save your course selection    ]  only appear when you have made/ 

� Undo All: to undo all changes made to the course selection ]  revised your course selection. 

� Finalize: to finalize your course selection  

� Exit: to exit the course selection screen 

 

(b) Top right-hand side 

It shows details of a particular course including available sub-classes and the timetables of all 

sub-classes.   

 

(c) Bottom right-hand side 

It shows the list of available courses that the student can select.  (E-Elective; C-Compulsory) 

 

 
 

 

 

 

(a) 

(b) 

(c) 
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2.2 Adding a Course 

 

The list of available courses that the student can select is shown at the bottom right hand corner of the 

screen in alphabetical order of the course code (C-Compulsory; E-Elective).  Click the course code 

(which is blue in colour and underlined) to view the sub-classes available and the timetable of each 

sub-class at the top right-hand corner of the screen (e.g. 1A means Semester 1, subclass A).  Click the 

word “Details” in red, if available, allows you to view the course syllabus.   

 

Choose the semester-subclass option (e.g. 1C) by clicking on the link.  After that, the subclass will be 

transferred to your course selection list on the left.  A blue plus sign (+) will appear besides the newly 

added course.  You are NOT allowed to choose more than one subclass for each course.  Repeat this 

step for other courses which you would like to take.  Students can only add subclasses which have 

available places.  The system will temporarily reserve a quota of the newly added course(s) for you 

when you click “Save”.  There are situations that the system is not able to refresh instantly and reflect 

subclasses which have just been full.  The system will refuse to save the subclass which has been full 

and advise you to choose another subclass or course.  

 

Please pay special attention to the “Remarks” column which shows possible timetable clash with 

another chosen course (remark code: 50), failing to meet the pre-requisite (remark code: 60) or 

retaking the passed subject (remark code: 62) (you may have erroneously chosen a subject which you 

have taken before and have passed).     

 

 

Step 1 – Click the course 

code from the list of 

available courses. 

Step 2 – Click the semester-subclass.   

Step 3 – The newly added 

course will be shown here 

with a “+” sign in blue. 

Step 4 – Click “Save” & a 

quota will be temporarily 

reserved for you. 
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2.3 Dropping a course 

  

Click the course code from the selected course list (frame on the left-hand side) and the details of the 

course will be shown at the top right hand corner of the screen.  Click the “Drop” button and a red 

minus sign (-) will appear next to the course code and the “Status” column will be changed from 

“TW” to “DR”.  The course will be removed from your selected course list when you click the “Save” 

button.  If the course you want to remove is just added by you and has not been saved yet, the course 

will disappear from the selected course list immediately.  

  

 
 

Step 1 – Click the course 

code that you would like 

to drop. 

Step 2 – Click 

the “Drop” 

button. 

Step 3 – You will see a “-” 

sign in red in front of the 

course code and the status 

will be changed to “DR”. 

Step 4 – Click “Save” 

and the course code will 

disappear from the 

selected course list.  
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2.4 Changing the sub-class  

 

To change the sub-class of a course from the course selection list on the left, click the course code in 

the selected course list and then click the appropriate sub-class option in the course detail box (top 

right-hand side).  The subclass number will be changed instantly and a “#” in green colour will be 

added in front of the course code.  Remember to click the “Save” button.  If the course you want to 

change is just added by you (with '+' sign) and has not been saved yet, it will be updated instantly 

without changing the sign to “#”.  

 

 
 

 

2.5  Saving Your Course Selection  

 

After you have added all the courses you would like to take or done all the changes (change semester-

subclass or drop courses), remember to click the “Save” button to save your work.  The system will 

check the availability of quota, pre-requisite/co-requisite requirement and timetable clash for you.  If 

the course you have selected is full, you cannot save the selection of that particular course in the 

system.   

 

If the system detects that you have failed the pre-requisite/co-requisite requirement or there are 

timetable clashes in your chosen courses, the system will still allow you to save your course selection.  

Please pay attention to the “Remarks” column (the last column on the left-hand side) and try to resolve 

them.  Please contact the Graduate School if you have problems. 
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Click “Exit” after you have saved your course selection if you wish to exit the on-line course selection 

for the time being.  Please remember to logout from your HKU Portal account before you leave. 

 

2.6 Time Table 

 

You can view a summary of your timetable by clicking the “TimeTable” button at the left-hand side of 

the screen.  The system will display your timetable as below.  Course(s) with no timetable information 

given by the Faculty office or those with no fixed timetable will NOT be shown here.  If the timetable 

of the courses you have chosen clashes, the course codes will be marked with an asterisk (*).  For 

example, if there are timetable clashes between GRSC6002D and GRSC6003B, an asterisk(*) will be 

shown in front of each of the course codes.   

 

Click the “Exit” button to return to the course selection screen. 
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2.7 Course Selection Report (Temporary) 

 

Before you finalize your course selection, you can print a temporary Course Selection Report by 

clicking the “Report” button.  The format of the temporary Course Selection Report is as follows.   

 

Click the “Exit” button to return to the course selection screen. 
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2.8 Finalized Course Selection 

 

Finalize your course selection ONLY when you have completed your course selection for the semester 

by clicking the “Finalize” button.  Further amendments to your course selection can only be done by 

add-drop (if it is outside the on-line add-drop period, the completion of a hard-copy form is required).  

The following reminder message will appear and you will be asked to confirm your action.  Click 

“Continue” to continue finalizing your course selection or click “Cancel” to return to the course 

selection screen. 

 

An email will be sent to your primary supervisor inviting him/her to endorse your course selection.  If 

you do not finalize your course selection, the system will finalize it for you automatically by the end 

of the course enrolment period.   
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2.9 Finalized Course Selection Report 

 

After clicking the “Continue” button, a finalized course selection report will be shown.  There is no 

way that you can now return to the course selection screen to update or revise your course selection.  

Click “Exit” and you will exit the On-line Course Selection.  This finalized report will be shown every 

time when you log-in afterwards and you can check the approval status from this screen.   

 

 
 



 11 

3 On-line Add-drop 
 

Immediately after the Course Enrollment Period, students are allowed to change their course selection 

and obtain approval on-line.  You don’t have to enter the system if you do not wish to make any 

changes to your course selection. 

 

The interface of the on-line add-drop will be the same as the one used in the on-line course selection.  

Please pay attention to the followings: 

 

Add-drop Rule: 

You are not allowed to add or drop a course which has commenced more than two weeks or has 

already ended. 

 

Rounds of Add-drop: 

You can do more than one round of add-drop during the on-line add-drop period after the supervisor 

and the DRPC have approved the course selection of the previous round.  For example, if the on-line 

add-drop period is January 10 – 21, 2011, a student adds a course on January 10 and finalizes the 

course selection on the same day, the student’s supervisor will be invited to indicate his/her 

endorsement to the student’s course selection within 2 working days, i.e. by January 12.  The DRPC 

will then be invited to indicate its approval to the student’s course selection within 2 working days, i.e. 

by January 14.  After the DRPC has approved/disapproved the course selection, an email will be sent 

to the student and one round of add-drop will then be completed.  This student can make further 

changes to the course selection anytime after January 14 until January 21, 2011. 
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3.1 Adding a Course 

 

The procedure is the same as 2.2 above.   

 

However, if you would like to choose the rejected course again, you need to delete the record from the 

selected course list first.  For example, the DRPC of the following student has disapproved him of 

taking BOTA6002C during the Course Enrollment Period.  If the student would like to add the same 

course again in the add-drop period, he has to delete the record first.  Click the “Delete” button in the 

top right hand box and a blue minus sign (-) will be shown beside the course code.  The record will 

disappear from the selected course list after you have saved the course selection and the course can be 

chosen again.  You can ignore the rejected records if you are not going to choose those rejected 

subjects again. 
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Since you are not allowed to add a course which has commenced more than two weeks or has already 

ended, the following message will appear if you choose such a course. 
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3.2 Dropping a course 

 

The procedure to drop a course will be similar to 2.3 above.  However, since approval is required to 

drop a course, the course will not be removed from your selected course list after you have saved the 

course selection as in the Course Enrollment Period.  Instead, the status code will be changed from 

“TA” to “DW”.  The proposed drop will then be forwarded to the supervisor and DRPC for approval 

once the course selection has been finalized.  You can also click the “Undo” button to revert the action. 

 

   
 

3.3 Changing the sub-class  

 

Follow 2.4 above to change the sub-class.  Please note that the change of sub-class does NOT require 

approval.  A “#” in green will be shown beside the course code if you change the sub-class.  

Remember to click “Save” before exit.  Otherwise, the requested change will not be recorded. 

 

3.4 Finalizing Your Course Selection  

 

Click the “Finalize” button and your supervisor and DRPC will be invited to approve your add-drop 

on-line.  The system will finalize the course selection for you automatically if you have not done so by 

the deadline of the on-line add-drop period.   

 

 

END 


