IMPORTANT

Course registration procedures for inbound exchange students
joining Student Exchange Programme in SCM of CityU

Is the course
you wish to
register a
web-enabled

course**?
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Online - o . .
.. courses; minimum 4 courses) within the online application
Application
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After you submit your application, course leaders will make approval
Before according to your academic background and related skills by viewing
Departure your uploaded transcripts and certificate proofs.
( You will be pre-registered the approved courses and your class \
schedule# is initially formed. If you have pre-registered less than 12
credits, you will be informed and are obliged to choose some other
courses for further approval. (You are recommended to plan well so
that the courses are pre-registered and you do not need to fight for
\places again with all the other students during the add/drop period.))
During add/drop period*, you can do your own course registration
After by adding/ dropping courses.
Arrival You can register for most courses online, via AIMS.

Yes Make web registration™* via AIMS.

If web registration** is not available for the course

No you intend to take, you should refer to the notes of

Add/drop of Non-web-enabled courses.

1. select the course on the AIMS platform and fill in
the printed/electronic Add/Drop Form

2. get approval from the corresponding course
leaders” and upload the written/ email approval™”
onto the printed/electronic form before submission.
If you wish to register courses from departments
other than SCM, submit the relevant Add/Drop
Form to the appropriate course offering department

for approval.
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https://www.cityu.edu.hk/arro/content.asp?cid=156

After add/drop period, you may still have to chance to add/drop courses by

Paper Add/Drop. You will need to:

1. get a paper add/drop form at the SCM General Office

2. complete the form with justifications and prepare any supporting document

3. get approval from course leader and submit the form with justifications and
supporting documents back to the office. Final decision goes to the
Associate Dean/ Dean of SCM.

KEY REFERENCE:

# How to check your class schedule?
Check out at AIMS with guideline on the website of Academic Regulations and Records Office
(ARRO): http://www6.cityu.edu.hk/arro/content.asp?cid=33

* When is the add/drop period?
Check the “Important Dates” at the website: http://www6.cityu.edu.hk/arro/content.asp?cid=321

** How to check which are the web-enabled courses?
View the webpage about “Checking web-enabled courses”
http://www®6.cityu.edu.hk/arro/content.asp?cid=155#checking_web courses
OR
Simply login to AIMS and see if you can do web registration (Some courses do not let exchange

students to do web registrations)

How to make web registration?
Check the “Steps for Web Add/Drops” at http://www6.cityu.edu.hk/arro/content.asp?cid=155. You
may also view a demonstration of the screens in AIMS for web registration at the same link.

NOTE: GE courses can only be registered by online registration. If the course is full, you

must still register online in order to be on the waiting list. For details, please check

“Add/Drop of Gateway Education (GE) Courses” here:
http://www6.cityu.edu.hk/arro/content.asp?cid=155#add drop GE

A Who is the course leader?
Check the “List of Course Offerings for Incoming Exchange Students” on the SCM website
about Inbound Exchange Programme:

https://www.scm.cityu.edu.hk/programmes/undergraduate/inbound-exchange-programmes

AN To get the signature approval from the course leader, you need to contact him/her to make an
appointment. In case they are not available to meet and sign the form in person, the General Office
also accepts email approval from the course leaders.

For full guidelines of course registration, please refer to the ARRO website:
http://www6.cityu.edu.hk/arro/content.asp?cid=163.
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