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1. Feature Overview

154

Student Life
Cycle

Manage the entire lifecycle of individual students,
including thesis title, supervisor assignment, progress
report, candidature, defence, and leaves.

Batch management of progress reports.

Progress
Report

2. Student Lifecycle Management

In the Student Lifecycle Management section, you can search for students
by Student ID, Name, Degree Level, Faculty, or Program. If you know the
Student ID, you can enter the ID number directly in the search box at the top-

ElE

right corner of the page I

access the student’s lifecycle page.

H#

SStudent Info Progress Report 2Candidature

Student Info

Status Entry Term

Not Enroll 2025/2026 - 1

O
<

P2315095

B A 3L

CHAN TAI MAN

Progress Report

Thesis

Thesis Title

CEnter Thesis Title

Supervisor

@Assign new supenvisor

On the student’s page, five buttons at the top correspond to different lifecycle
information:

OStudent Info FProgress Report LCandidature




Thesis Information:

. [(“Enter Thesis Title ..
® (lick to enter or update the thesis title.

@Assign new supervisor
® C(lick to assign a supervisor. Once assigned, the
supervisor will have permission to provide feedback on the student's
activities. The supervisor's name will appear on the page; click the name

to view their details. Click B to cancel supervisor

assignment.

Progress Report Information:
® Click on a report to view details. This function is similar to

Progress
Report

2Student Info ZProgress Report 2Candidature EThesis Defense BLeave

Progress Report on Research Projects and Degree Thesis
(Pending)

3 202401P

O 02408P
o 3 202501Prog

Progress Report on Research Projects and Degree Thesis (Pass)

s Report

s Report

s Report

P2315095
Progress Report on Research Projects and Degree Thesis (Bad

RAX Progress)
CHAN TAI MAN

Faculty of Humanities and
Social Sciences
DOCTOR OF PHILOSOPHY IN
PUBLIC POLICY.

2.1 Enter or update the thesis title

2.1.1 Access the student’s lifecycle page



Student List

Student ID Student Name Level Doctorate Faculty  Unlimited

Program  Unlimited AZFE | Unlimited Academic Status | Unlimited m

2 Batch Upload (3 Export Student Data to Excel

Academic B i
Student ID . Faculty ~ Level  Chinese Name Foreign Name Program Progress report
.
. . DOCTOR OF BUSINESS
P2315095 Not Enroll FCG PD ERT CHAN TAI MAN
ADMINISTRATION
lick [ZEnter Thesis Title
2Student Info Z=Progress Report 2Candidature EiThesis Defense OLeave

Student Info

Status Entry Term

O Not Enroll 20252026 - 1

Progress Report

O Thesis

P2315095 Thesis Title
BRAZ
CHAN TAIMAN Supervisor

@Assign new supenisor

Faculty of Business
DOCTOR OF BUSINESS
ADMINISTRATION

2.1.3 Fill in thesis title and save

Enter Thesis Title

Thesis Title

Cancel

2.2 Assign supervisor

2.2.1 Access the student’s lifecycle page



Student List

Student ID Student Name Level Doctorate Faculty  Unlimited

Program  Unlimited AZBEE | unimited Academic Status | Unlimited m
2 Batch Upload Export Student Data to Excel

Academic

Student ID Facalty ~ Level  ChineseName Foreign Name Program Progress report
Status
e - _ . DOCTOR OF BUSINESS
P2315095 NotEaroll  FCG PD A CHAN TAIMAN
ADMINISTRATION
‘(_':ASS|gFI new supervisor
OStudent Info =Progress Report LCandidature EiThesis Defense ®Leave

Student Info

Status Entry Term
O Not Enroll 2025/2026 - 1

Progress Report
: Thesis

P2315005 Thesis Title
[ZEnter Thesis Title

BRAX
CHAN TATMAN Supervisor

@Assign new supervisor

2.2.3 For external supervisor, fill in the information of the supervisor. If it is not
available or unknown, use “/” to skip temporarily.

Assign New Supervisor X

Internal Supervisor

Assistant Supervisor

Chinese Name  3§=

Foreign Name = John

Position | Professor

College | /
Program |/
Assign Date 20250213




2.2.4 For MPU supervisor, just select it from the list.

Assign New Supervisor

External Supervisor [« ]

© Supe

| Assistant Supervisor

~—

Supervisor

Assign Date 20250213

2.3 Cancel supervisor’s assignment

2.3.1 Access the student’s lifecycle page
Student List

Student ID Student Name Level Doctorate Faculty  Unlimited

Uniimited AZBEE | unimited Academic Status | Unlimited m

Program

2 Batch Upload Export Student Data to Excel

i Academic .
Student ID Facalty ~ Level  ChineseName

Status

- - . . DOCTOR OF BUSINESS
P2315095 Not Enroll FCG PD BA CHAN TAIMAN [ kiite Cyce ]
ADMINISTRATION

Foreign Name Program Progress report

2.3.2 Click on the supervisor that needs to be cancelled

OStudent Info =Progress Report LCandidature EThesis Defense @Leave

Student Info

Status Entry Term

O Not Enroll 2025/2026- 1

Progress Report

O Thesis

Thesis Title

[Enter Thesis Title

P2315095

BRA3L

CHAN TAI MAN Supervisor

. @Assign new supervisor
Faculty of Business

2.3.3 Click



Supervisor Detail X

x Cancel Assign

External Supervisor
Name &= John
Position iz
College
Program
Assign Date 2025-02-13
Status Assigning

Update Date

2.3.4 Fill in the reason and save

Fill in the reason and confirm cancellation of assigned supervisor

3. Progress Report Management

In the Progress Report Management section, you can filter reports by Student
ID, Name, Degree Level, Faculty, Program, Report Period, Enroliment Year
& Semester, or Report Result.



Progress Report List

Student ID Student Name Level  Unlimited Faculty  Unlimited

Program  Unlimited Report Start Date  Unlimited

Entry Term  Unlimited Academic Status  Unlimited

= Balch Submission of PC Approval 4 Batch Submission of Senate Approval @ Change Submission Deadline for Supervisor © Change Submission Deadline for Faculty

Supervior Faculty

No. of Last Notice
SmdentID  ChineseName  ForeignName  Report Period Approval Approval ot Dat Audit Progress  Status
atice ate
Deadline Deadline
P2315005 BAX CHANTAL 2025/01/01 ~ 2025/07/31 20250731 2025-08-31 0 Q000 ===
MAN

Review Progress Indicators:

Audit Progress Status

00O

Four circles represent sequential review stages: Supervisor — Program
Coordinator — Pedagogic Committee — Senate.

° O: Pending review.
°® .: Pass.
o . Not Pass.

The text next to the circles shows the latest status.

For Individual Students:

® (lick m to view review progress and comments.

Docu t
o Click

to view or upload files.



Supervisor Comment

Supervisor

Program Coordinator Comment

Pedagogic Committee Comment

Senate Comment

Pazs

Comment: / Comment Detail
Date: 2025-02-24

Pass
Comment: / Comment Detail

Date: 2025-02-24

Pass [#Update Pedagogic Committee Comment

Comment: Comment Detail

Date: 2025-02-05

Adding/Editing Comments:

Click m (visible only to authorized users) to add comments for each
stage. Click the edit button next to existing comments to modify them.

Batch Actions:

~£ Batch Submission of PC Approval

Bulk confirm PC comments

~£= Batch Submission of Senate Approval

(O Change Submission Deadline for Supervisor

supervisor approval.

(O Change Submission Deadline for Faculty

faculty approval.
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Bulk confirm Senate comments

Change submission deadline for

Change submission deadline for




3.1 Submit Supervisor comment and upload report

3.1.1 Search student with below conditions

Progress Report List

Student ID Student Name Level  Unlimited

Progam | Unlimited Report Start Date  Unlimited Entry Term  Unlimited

R =3

Faculty  Unlimited

Academic Status  Unlimited

3.1.2 Click m

to add a new comment

Supervior Faculty
StudentID  ChineseName  Foreign Name  Report Period Approval Approval
Deadline Deadline
Yy CHANTAI . = _
P2315095 BA 2025/01/01 ~ 2025/07/31 2025-07-31 2025-08-31
MAN

No. of
Notice

0

Last Notice

Audit Progress  Status
Date

Supervisor Comment

Supervisor

Program Coordinator Comment
Pedagogic Committee Comment

Senate Comment

3.1.4 Fill in the comment and save

New Supervisor Comment

*Passed or not Yes No
Comment
Date 2025-02-24

11




Document
3.1.5 Click to upload report

Supervior Facalty
4 No. of Last Notice
StudentID  ChineseName  ForeignName  Report Period Approval Approval iy = Audit Progress  Status
otice ate
Deadline Deadline
P2315005 AT CHANTAL 2025101101 ~ 2025/07/31 2025-07-31 2025-08-31 0 o000 Fending
MAN ©

3.1.6 Click Upload Document

No uploaded document

2 Upload Document

3.1.7 After uploading, you can click on the file name to view it, or delete the file and

upload again.

#3Z_P2315095.pdf

[i] Delete Document

3.2 Submit Program Coordinator comment

3.2.1 Search student with below conditions

Progress Report List

Student ID Student Name Level  Unlimited Faculty  Unlimited

Progam | Unlimited Report Start Date  Unlimited Entry Term  Unlimited Academic Status  Unlimited

3.2.2 Click m to add a new comment

Supervior Faculty
N No. of Last Notice
Student ID Chinese Name Foreign Name Report Period Approval Approval Nori Dat Audit Progress  Status
otice ate
Deadline Deadline
P2315005 BAX CHANTAL 2025/01/01 ~ 2025/07/31 2025-07-31 2025-08-31 0 @000 Pending
MAN
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Supervisor Comment

Supervisor

Program Coordinator Comment

Pedagogic Committee Comment

Senate Comment

Pass [#“Update Supervisor Comment

Comment:

Date: 2023-02-24

Comment Detail

3.1.4 Fill in the comment and save

New Program Coordinator Comment

*Agree or disagree with the supervisor's comment Yes

Comment

Date 2025-02-24

3.3 Batch Submission of PC Approval

3.3.1 Search student with below conditions

Progress Report List

Progam | Unlimited Report Start Date  Unlimited

R =3

Student ID Student Name Level  Unlimited

Entry Term  Unlimited

Faculty

unlimited

Academic Status  Unlimited

3.3.2 Selection of students whose assessment progress has reached Stage 3 (PC

Approval stage)

13




1 progress report has been selected

a StudentID  Chinese Name

= P2315005 BEFST

Foreign Name ~ Report Period

CHAN TAT
MAN

2025/01/01 ~ 2025/07/31

Supervior
Approval
Deadline

2025-07-31

Faculty

ool No.of
prov Notice
Deadline

0250831 0

Last Notice

Date

Audit Progress  Status

0000 o

3.3.3 If there are more students, you can adjust the number of students per page

below to select all students at once.

Last Notice Date

Audit Progress

L 1 _10J@]
0]010]0]
0]010]0]
0]0]0]0]
0]0]10]0]
0]10]0]0]
0]0]0]0)
0]10]0]0]
0]0]10]0]

Total 1389

10/page

Statns

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

4 5 6 e 130 >

3.3.4 After selecting students, click

submit approval

~£ Batch Submission of PC Approval
t

(o]

Progress Report List

Student ID

Program  Unlimited

Report Status  Unlimited

Student Name

Report Start Date ~ Unlimited

=3 e

Level  Unlimited

Eatry Term  Unlimited

Faculty

Unlimited

Academic Status  Unlimited

£ Balch Submission of PC Approval

1 progress report has been selected

a Student D Chinese Name

] P2315005 BAZ

Foreign Name ~ Report Period

CHAN TAIL
MAN

2025/01/01 ~ 2025/07/31

Supervior
Approval
Deadline

2025-07-31

Faculty

P No.of
prov Notice

Deadline

2050831 0

Last Notice

Date

Audit Progress  Status

0000 i
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batch submission.

3.3.5 Select whether to approve and fill in the date, click “Confirm” to complete the

Confirm Selected Progress Report Status X

atch submission of Peda C LAOIMITITIEE ASSESSIMENT

=]
g

Status Pass Mot Pass

Daate

3.4 Batch Submission of Senate Approval

3.4.1 Search student with below conditions

Progress Report List

Student Name Level  Unlimited

Student ID

Progam | Unlimited

Report Status ~ Unlimited

Report Start Date  Unlimited

Entry Term  Unlimited

Faculty

unlimited

Academic Status  Unlimited

3.4.2 Selection of students whose assessment progress has reached Stage 4 (Senate

Approval stage)

1 progress report has been sclected
Supervior Faculty . .
No. of Last Notice
tudent inese Name ~ Foreign Name  Report Perio Approval Approval . Audit Progress  Status
] StudentID  Chinese N Foreign N: Report Period Approval proval ot 5 Audit Prog S
Notice ate
Deadline Deadline
CHAN TAI
2315 oz ~ 2005 2
P2315095 ErxZ MAN 2025/01/01 ~ 2025/07/31 2025-07-18 2025-08-31 0 Document.

3.4.3 If there are more students, you can adjust the number of students per page

below to select all students at once.

15



Last Notice Date Andit Progress Status

0000
0000 | i
0000 o
0000  rouim
0000  rain
0000 |
0000 o
0000 | i
0000 o

Total 1389 10/page 1 2 3 4 5 6 - 139

~= Batch Submission of Senate Approval

3.4.4 After selecting students, click to
Progress Report List
Student ID Student Name Level  Unlimited Faculty  Unlimited
Program  Unlimited Report Start Date  Uniimited Entry Term  Unlimited Academic Statvs | Unlimited
- Balch Submission of PC Approval £ Balch Submission of Senate Approval ® Change Submission Deadine for Supervisor © Change Submission Deadiine for Faculty
1 progress feport has been selected
Supervior Faculty .
No. of Last Notice
a StudentID  ChineseName  Foreign Name  Report Period Approval Approval Noti Dat Audit Progress  Status
otice ate
Deadline Deadline
V] P2315005 BRI CHANTAL 2025/01/01 ~ 2025/07/31 2025-07-18 2025-08-31 0 [ X 1 Je} Pending
MAN £

3.3.5 Select whether to approve and fill in the date, click “Confirm” to complete the

batch submission.

16



Confirm Selected Progress Report Status X

Batch Confirmation Progress Report Final Review

Status Pass Mot Pass

Date

4. Batch Upload of Thesis Titles and Supervisor

Information

The system allows users to batch upload thesis titles and supervisor
Information via Excel files.

Student Lif
“oyee | . 4 Batch Upload
In , find

To perform this operation:

1. Download the Template:

® Navigate to [specific module/page name] and locate the Batch
Upload section.
® Download the standardized Excel template.
2. Fill and Upload:
® Fill in the required data (thesis titles and supervisor assignments) in
the template.
® Upload the completed Excel file to the system.

17



Batch Upload

1. Choose to download the Excel file in the corresponding format and fill in the records that need to be added in batch

V¥ Thesis format excel

¥ Supervisor format excel

2. Upload a formatted Excel file to batch add the corresponding records.

2 Choose Upload File

Key Features:

e The system automatically checks for duplicate entries and data
format errors.

e No need to manually delete duplicates or correct errors—the system
ensures data integrity without disrupting existing records.
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