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 Click “SCORE” after logging in to Learner Portal 
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 After you accessed SCORE, you will be directed to the Main 
Menu page. You can view your information summary under 
sections (i) Academics, (ii) Personal Information in the 
Student Centre. 

 

 

SCORE – Student Center 
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SCORE – Student Center (i) Academic 

 Under Academics section in student center, you can view the 
summary of your academic information and enrollment-
related information. You can navigate to different pages such 
as “Class Schedule”, “Academic Requirements”, “Transcript: 
View Unofficial” via the dropdown menu on the left.  

 

5 



HKU SPACE PO LEUNG KUK STANLEY HO COMMUNITY COLLEGE 

1 

2 

SCORE – Student Center (ii) Personal Information 

 Your contact information will be shown on this page. You can 
view other personal information via the dropdown menu on 
the left.  
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If you need to change ANY of your personal information (e.g. mobile number, email 

address, correspondence address, etc.), you have to officially submit a form Application 

for Personal Data Amendment (can be downloaded from Learner Portal > My Resources) 

to the College Office without delay.  

 

If the updated data involves Emergency Contact, HKID Number, Name and/or Date of 

Birth, you should submit your completed application form together with legal 

documentary evidence. 

SCORE – Student Center (ii) Personal Information 
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SCORE – View Timetable 

 Through clicking Class Schedule in the dropdown menu and 
select the term (e.g. 2020-21 Semester 1), you will be directed to 
your personal timetable. 
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SCORE – View Timetable 

 You can view the class schedule either in List View or Weekly 
Calendar View by selecting display option. 
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List View 
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Weekly Calendar View 
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CCEN 4005 - HL07 
EAP II 

Lecture 
3:00PM - 4:30PM 

HPC1104 

HPBO 9999 - HL82 
Block Off for other activities 

Programme Activities 
9:00AM - 1:30PM 

Location: TBA 

CCIT 4073 - HL11 
Info Technology & 

Applications  
Lecture 

9:00AM - 12:00PM 
HPC602 

3-hr Class 

1.5-hr Class 

Block Off 

Example: CCIT4073-HL11  
CCIT4073 = Course Code 
HL = Lecture 
(HT = Tutorial, HE = Exam) 
11 = Class 11 
 

Example: HPC602 & 1104 
HPC = HPSHCC Campus 
602 = Room 02 of 6/F 
1104 = Room 04 of 11/F 

TBA = To be announced 
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SCORE – View Timetable 

Block Off Period 
 

 Reserved for school/ programme/ class activities  

 No class swapping is allowed in this period 

 No need to come back to the campus if there is no 
activity arranged 

 Activity schedule and details will be announced on 
Learner Portal/ SOUL/ Email or by lecturers during 
lessons 

 More than one block off period for some 
programmes 
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You should also pay attention to “Class Notes” which includes the special 
arrangement for a specific course. For example: 
 The first lesson will start on 24 Sep 2020. 
 This course is offered in lecture-tutorial teaching mode. The 1.5-hour tutorial will 

be held on 15 Oct, 29 Oct, 12 Nov and 26 Nov 2020. Any change of the schedule 
will be advised by the lecturer/College in advance. 

Class Notes 



HKU SPACE PO LEUNG KUK STANLEY HO COMMUNITY COLLEGE 

You can view the Examination schedule in Weekly Calendar View 

two weeks before the exam period. 

SCORE – View Timetable 
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SCORE – Swap Classes 
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 Main Menu Self Service Enrollment Enrollment: Swap 
Classes 
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search 

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



SCORE – Swap Classes 
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 Click the blue link in the ‘Description’ column of the course you 
want to swap with. 

Course(s) completed before 

Allowed to swap in current 
semester 
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 If you wish to check the number of available seats of a particular 
class, click the blue link of the lecture section. Select a lecture 
section (i.e. HL03-LEC) that is available in your timetable. 

 

Open – Class quota is still available 

Closed – Class quota is full already 
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 For 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. 
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 Confirm the swapping by clicking Next. 
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 a confirmation page will be shown. To confirm your 
selection, choose Finish Swapping. 
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 View result page - Successful 
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 View result page - Unsuccessful 

 

 

 

 

 

 Common unsuccessful reasons include:  

 

 Pre-requisites not fulfilled 
 Time clash with another class 
 Class quota is full 
 Minimum enrolment number required in your 

original class (Your class swapping will be UNSUCCESSFUL, 

although there is a quota in the proposed class you would like 
to swap to) 
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Students should also pay attention to the following: 
 

 Should NOT attend more than 4.5 consecutive hours 

 Should NOT attend more than 7.5 hours in total per day 

 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 

Please refer to Learner Portal for any updated details 
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SCORE – Course History 

 You can view the courses you have taken and the final grades on 
the Course History page of Student Center. 
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SCORE – Course History 

 You will then be directed to this page. The course list shows all 
courses you took in previous semester(s) and courses you are 
taking in the current semester. 
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SCORE – View Transcript 

 You can obtain the complete record of course results of your 
study at the College by generating an unofficial transcript on 
SCORE any time. 
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If you need an official transcript, you should submit the completed application form (can be 

downloaded from Learner Portal > My Resource), together with the application fee to the 

College Office. The normal processing time for the application is at least two weeks. 

SCORE – View Transcript 

 Select Academic Institution: HKU SPACE (incl. CC and HPSHCC), Report 

Type: FT Unofficial (Eng) and Academic Program: Your Programme from 

the dropdown menu and then click view report. The unofficial transcript will be 

generated in pdf format. 
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SCORE – IT Help 

 After logging in to LP, click “IT Help” on the left 
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SCORE – IT Help 

 Before logging in to LP, click “Contact Us” and 
scroll down for “Information Technology Services” 

 

You can seek IT Help via: 
• Email 
• WhatsApp/ WeChat 
• IT Help Chatbot/ Ticket 
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 Remember! The system password that you have made 
changed  affects on ALL e-Learning Platforms (i.e. 
Learner Portal, SOUL, SCORE and Webmail) 

 

 However, it DOES NOT take effect on campus 
workstations (i.e. the student computers located on 
different floors in the College). They are two 
SEPARATED systems. 

 

 Please remember BOTH sets of login and password 
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Reminder - Password 
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Remember to logout  

If you are using a public computer, it is important for you to logout 

before leaving the computer unattended. Otherwise, others can 

access your information using the same computer or even alter the 

data if your account remains logged in. The system will be logged 

out only when you logout from the Learner Portal and close the 

browser. 

Reminder - Logout 
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SCORE – More Information 
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The user manual for SCORE which shows the steps of accessing the 

major functions is available by clicking the SCORE icon which is 

located on the left side of the main page screen after you login to the 

Learner Portal  


