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IMPORTANT NOTES
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IMPORTANT NOTES 4
• This application shall be used only for enrolments under special circumstances (e.g. quota full) with 

valid reasons during the Add/Drop period specified for the term in the Registry website.

• Only under very special circumstances may a student apply in writing to both the Programme 
Director/Head of his/her Department and the Registrar for permission to add or drop a course after the 
stipulated deadline, but no student is allowed to drop a course after a lapse of one-third of the term.

• It is the responsibility of students to ensure there are no time clashes or over-enrolment of credits after 
the change. Otherwise, your application will not be able to be processed even if relevant approval has 
been sought, and the Registry shall not be responsible for any resulting consequences.

• To avoid a last-minute rush, students should submit the application as early as possible.

• Should the approver does not respond to your application by the deadline of the add/drop period, 
students should consider the application disapproved and complete the relevant course registration 
procedures within the add/drop period.

• In the event of a full course quota, students, who have obtained the approval from the instructor and 
course offering department/programme office, MUST register for the course themselves online via 
course registration system during the specified add/drop period, regardless of whether the system 
indicates that the CRN is full.  No course registration would be done by the system automatically. 

• In the event of not fulfilling the prerequisite of the course (Prerequisite and Test Score Error), please 
submit the application in the system for Application for Exemption of Prerequisite for Courses.

• In the event of maximum hours exceeded (Maximum Hours Exceeds), please contact your programme 
office.

• For other registration errors, please contact the Registry for assistance.

https://www.ln.edu.hk/reg/undergraduate-programmes/important-dates


ACCESS APPLICATION 
SYSTEM
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ACCESS APPLICATION SYSTEM
1. Go to 

https://www.ln.edu.hk/  and 
then click “myLingnan 
Portal” 

2. Enter your username and 
password and then click 
“Sign in”
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https://www.ln.edu.hk/


ACCESS APPLICATION SYSTEM
1. Click “Academic Matters”

2. Click “Student Services”
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1. Click “Application for 
Special Approval on Course 
Enrolment”

ACCESS APPLICATION SYSTEM
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ACCESS APPLICATION SYSTEM
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You will see the following if you have successfully accessed the application system.



SUBMIT APPLICATION
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SUBMIT APPLICATION
11

1. WITHIN Add/Drop period, only applications for special approval on ADDING 
courses are allowed. 

In the event of a full course quota, students who have obtained the approval from 
the instructor and course offering department/programme office, MUST register the 
course online via course registration system during the specified add/drop, regardless 
of whether the system indicates that the CRN is full. You may refer to the Course 
Registration User Guide.

No course registration would be done by the system automatically. 

In the event of not fulfilling the prerequisite of the course, please submit the 
application in the system for Application for Exemption of Prerequisite for Courses.

In the event of maximum hours exceeded, please contact your programme office.

2. AFTER Add/Drop period, applications for special approval on ADDING or 
DROPPING courses are allowed under very special circumstances. No student is 
allowed to drop a course after a lapse of one-third of the term.

All approved applications will be processed by the Registry.

https://www.ln.edu.hk/reg/f/page/40852/317792/cr_userguide.pdf
https://www.ln.edu.hk/reg/f/page/40852/317792/cr_userguide.pdf


SUBMIT APPLICATION
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WITHIN Add/Drop Period



SUBMIT APPLICATION
WITHIN Add/Drop Period

1. Click “New 
Application”

2. Read through the 
important notes

3. Click “CONFIRM 
& CONTINUE”
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SUBMIT APPLICATION
WITHIN Add/Drop Period

1. Select “Term”
2. Select the CRN you 

wished to be taken action. 
If the CRN is “Lecture-
cum-Tutorial” mode 
courses. You must also 
select the corresponding 
lecture/tutorial
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The Term will only be available for 
selection during the Add/Drop period. 
Outside of this period, you will NOT 
be able to select the Term.



SUBMIT APPLICATION
WITHIN Add/Drop Period

3. Select “Reason” for your 
application

4. Provide 
justification/additional 
information to support 
your application 

5. Upload supporting 
document 

6. Click “Submit”
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SUBMIT APPLICATION
WITHIN Add/Drop Period

• After successful submission, you will see the following and obtain an application 
number.

• You will be informed of the application results by email.
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SUBMIT APPLICATION
WITHIN Add/Drop Period

In the event of a full course quota, students who have obtained the approval from 
the instructor and course offering department/programme office, MUST register the 
course online via course registration system during the specified add/drop, regardless 
of whether the system indicates that the CRN is full. You may refer to the Course 
Registration User Guide.

No course registration would be done by the system automatically. 

In the event of not fulfilling the prerequisite of the course, please submit the 
application in the system for Application for Exemption of Prerequisite for Courses.

In the event of maximum hours exceeded, please contact your programme office.
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https://www.ln.edu.hk/reg/f/page/40852/317792/cr_userguide.pdf
https://www.ln.edu.hk/reg/f/page/40852/317792/cr_userguide.pdf


SUBMIT APPLICATION
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AFTER Add/Drop Period
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After Add/Drop period, only under very special circumstances, you may 
submit a request for 
1. adding course, or/and
2. dropping course.

No student is allowed to drop a course after a lapse of one-third of the 
term.

If you wish to change the lecture/tutorial session due to quota full, you are 
required to submit 
1. one application to add the lecture/tutorial you wish to register,  AND 
2. one application to drop the lecture/tutorial you have already registered.

SUBMIT APPLICATION
AFTER Add/Drop Period
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SUBMIT APPLICATION
AFTER Add/Drop Period

1. Click “New 
Application”

2. Read through the 
important notes

3. Click “CONFIRM 
& CONTINUE”
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SUBMIT APPLICATION
AFTER Add/Drop Period

1. Select “Term”
2. Select “Add” or “Drop”
3. Select the CRN you 

wished to be taken 
action. 
If the CRN is “Lecture-
cum-Tutorial” mode 
courses. You must also 
select the 
corresponding 
lecture/tutorial
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SUBMIT APPLICATION
AFTER Add/Drop Period

4. Select “Reason” for your 
application

5. Provide 
justification/additional 
information to support 
your application 

6. Upload supporting 
document 

7. Click “Submit”
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If you select “Change of 
Lecture/Tutorial and No Quota”, you 
must submit another application to
1. add the lecture/tutorial you wish 

to register, OR 
2. drop the lecture/tutorial you have 

already registered.
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SUBMIT APPLICATION
AFTER Add/Drop Period

• After successful submission, you will see the following and obtain an application 
number.

• You will be informed of the application results by email.



VIEW SUBMISSION HISTORY
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View Submission History

1. To view the 
application summary, 
click “My Submission 
History” to view the 
summary

2. You may click     to 
see the details of the 
approval history
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CANCEL APPLICATION
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Cancel Application 

1. Click “My 
Submission History”

2. Click     to cancel 
application
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Cancel Application 

3. Input “Reason” and 
click “Confirm to 
Cancel”
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END

Last Updated on 28 July 2025
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