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1 Introduction 

1.1 Purpose of Document 

This user manual is to provide step by step guide to perform Swapping via the Student and Course 

Record System (SCORE). 

 

Please note that as the system will continuously be enhanced, screenshots shown in this user manual 

may not be exactly the same as what you would see in the system. 

 

1.2 Before you start 

Supported web browser 

 

You will need a web browser to access SCORE. The supported type and version of the web 

browsers are listed as follows: 

 

Operation System 
Windows Macintosh 

7 10.6 10.7 10.8 

Internet Explorer 8 �        

Internet Explorer 9 �       

Firefox 17  � � �   

Chrome 24  �     

Safari 5   � �   

Safari 6    � � 

 

Pop-up blocker, JavaScript and Cookies settings 

 

The system often displays information in pop-up windows. If your browser is set to block pop-up 

windows, the system may not work properly. If you click on a button or a link and there is no 

response from the system, you will probably need to adjust your pop-up blocker settings as well as 

enable JavaScript and Cookies for accessing the system when necessary. 

 

Important Materials 

 

Before you perform Swapping, please go through the following important materials: 

• Curriculum 

• Your Timetable 
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2 Access SCORE through the Learner Portal 

 
1. By clicking the “Learner Portal” at the HKU SPACE PLK CC website (http://hkuspace-

plk.hku.hk), you will be directed to the Learner Portal login page. 
 

 

 

2. Click Login button 
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3. To login, type your Student ID number and password, and then click Login button. 

 

4. Go to My e-Campus tab and then click the link to access SCORE. You will then be navigated 

to SCORE directly. 
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3 Navigating SCORE to Swapping Functions 

 

Main Menu � Self Service � Enrollment � Enrollment: Swap Classes 

 

 

4 Perform Swapping 

How to Swap the Generic Courses/Classes? 
 

1. Select the course you wish to swap with from the pull down menu and then click Search 

Click swap button. 

 
 

 

 

search 
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2. You shall check your timetable and swap request against your programme curriculum.  

 

• Students should NOT attend more than 4.5 consecutive hours.  

• Students should NOT attend more than 7.5 hours in total per day.  

• Students are NOT allowed to exchange to a class scheduled on a time which your 

programme will arrange tutorials / activities / visits / seminars / laboratory sessions. 

• Courses with only 1 class offered WILL NOT be shown on the “SEARCH” list 

• English Courses with specific requirements WILL NOT be shown on the “SEARCH” list  

 

 

 

 

3. Click the blue link in the ‘Description’ column of the course you want to swap with. 

 

  

Course(s) completed in previous semester Course(s) that you are allowed to swap in current semester 
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4. Click View All to see more options. Select a lecture section (i.e. HL03-LEC) that is available in 

your timetable 

 

 

The status of class quota is shown as below: 

 

Key:  Open – Class quota is still available  Closed – Class quota is full already 
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5. Students can only swap classes that are taught at their affiliated campus. Courses with a Related 

Exam/ Tutorial Section, you must select a related section for courses with both lecture and 

exam/tutorial section; otherwise, you cannot proceed to the next step. 

 

a) For Courses with Lecture and Exam Sections 

• Select an Exam section and then click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

b) For Courses with Lecture and Tutorial Sections 

• Select a Tutorial section and then click Next 
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6. Proceeding to STEP 2, a confirmation page will be shown. To confirm your selection, choose 

FINISH SWAPPING. 

 

 
 

7. You will enter STEP 3 and see the “View results” page. Here you can check the results of your 

enrollment in the “Status” column. The “Message” column provides additional information. 
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Swap result will be shown as follows: 

 

Successful: 

 

 
 

 

 

Unsuccessful: 

 

Common reasons:  

- Pre-requisites not fulfilled 

- Time clash with another class 

- Class quota is full 

- Minimum enrolment number required in your original class (Your class swaping will 

be UNSUCCESSFUL, although there is a quota in the proposed class you would like to 

swap to) 

 

 

 



11 | P a g e  

 

8.  View Updated Timetable 

 

     Click my class schedule 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- THE END    - 


