
User Guide on 
Degree Works



2

Agenda

1. Important Notes 
2. Log in “Degree Works”
3. Create a Study Plan

(Before consultation with Academic Adviser)

a. Adding Courses

b. Deleting Courses

c. Adding Notes for Participating Exchange Programme

d. Checking Study Plan before meeting Adviser

4. Approve a Study Plan
(Applicable for Academic Adviser)

5. View Student Information Dashboard
(e.g. GPA, ELGR, ITF Programme and Service-Learning)

6. Check Course Description and Prerequisites
7. Check Minor Prog. Structure – What If
8. GPA Calculator 
9. Class History
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Important 
Notes

Due to technical limitations, Degree Works may not 
fully reflect all the programme requirements. According 
to Regulations Governing Undergraduate Studies, a 
student should take courses specified in the curriculum 
concerned. 

For the checking of your fulfilment of the requirements 
of your Major(s)/Minor(s)/Discipline Concentration, 
please refer to the curricular requirements set out in 
the Programme Structures of your intake year 
(https://www.ln.edu.hk/reg/undergraduate-
programmes/programme-of-studies/programme-
structure).

Apart from the completion of Major programme 
requirements, students also need to fulfil the English 
language and co-curricular requirements in order to 
graduate. 

The data in Degree Works is as of yesterday and is 
refreshed every midnight.

https://www.ln.edu.hk/reg/undergraduate-programmes/programme-of-studies/programme-structure
https://www.ln.edu.hk/reg/undergraduate-programmes/programme-of-studies/programme-structure
https://www.ln.edu.hk/reg/undergraduate-programmes/programme-of-studies/programme-structure


Log in 
“Degree 
Works”
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Log in to the “Degree Works”

1

Go to http://www.ln.edu.hk, click 
“myLingnan Portal” under Quick Links1 Enter your Username and Password, 

and click “Sign in”2

2

http://www.ln.edu.hk/
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Log in to the “Degree Works”

Go to “Academic Matters”3

3

4

Click “Academic Advising and Degree Auditing”4



Create a Study 
Plan

(Before consultation 
with Academic 

Adviser)
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

After logging in Degree Works, click “PLANS"1

1
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Click “Student Planner”2

2
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Click “+”3

3
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Select the Term and the course4

4

Important Notes: 
1. You should take courses in accordance with your 

Programme Structure. To learn about your Programme 
Structure, you may click HERE.

2. Please ensure the inputted courses are offered in the 
corresponding term. Otherwise, the error will occur.

3. Due to the class timetables and the availability of course 
places, the courses under the planner may NOT be able to 
be pre-assigned. You may change and finalise your 
enrolments during the Registration Day and Add/Drop 
Periods.

4. Please be reminded to take note of the prerequisite 
requirements before selecting your courses. You can refer 
to the Course Description for the prerequisite 
requirements. 

https://www.ln.edu.hk/reg/undergraduate-programmes/programme-of-studies/programme-structure
https://www.ln.edu.hk/reg/undergraduate-programmes/course-description
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Click Save5

5

Important Notes: 
1. Please ensure the inputted courses are 

offered in the corresponding term. 
Otherwise, the following error will 
occur.
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

The course has been saved to your plan6

6

Important Notes: 
1. You can input up to 18 

credits of courses for each 
term. 

2. If you have inputted more 
than 18 credits, only the first 
18 credits (normally the first 
six courses) will be taken 
into consideration during the 
timetabling exercise.

Important Notes: 
1. You can input up to 18 

credits of courses for each 
term. 

2. If you have inputted more 
than 18 credits, only the first 
18 credits (normally the first 
six courses) will be taken 
into consideration during the 
timetabling exercise.

Only the first 18 credits (normally the first 
six courses) will be taken into consideration 

during the timetabling exercise
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Alternatively, you may click “+” under the Term for adding course(s)1

1
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Select the course2

2

Important Notes: 
1. You should take courses in accordance with your 

Programme Structure. To learn about your Programme 
Structure, you may click HERE.

2. Please ensure the inputted courses are offered in the 
corresponding term. Otherwise, the error will occur.

3. Due to the class timetables and the availability of course 
places, the courses under the planner may NOT be able to 
be pre-assigned. You may change and finalise your 
enrolments during the Registration Day and Add/Drop 
Periods.

4. Please be reminded to take note of the prerequisite 
requirements before selecting your courses. You can refer 
to the Course Description for the prerequisite 
requirements. 

https://www.ln.edu.hk/reg/undergraduate-programmes/programme-of-studies/programme-structure
https://www.ln.edu.hk/reg/undergraduate-programmes/course-description
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

Click “ADD TO PLAN”3

3

Important Notes: 
1. Please ensure the inputted courses are 

offered in the corresponding term. 
Otherwise, the following error will 
occur.
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Create a Study Plan – Adding Courses
(Before consultation with Academic Adviser)

The course has been saved to your plan4

4

Important Notes: 
1. You can input up to 18 

credits of courses for each 
term. 

2. If you have inputted more 
than 18 credits, only the first 
18 credits (normally the first 
six courses) will be taken 
into consideration during the 
timetabling exercise.

Only the first 18 credits (normally the first 
six courses) will be taken into consideration 

during the timetabling exercise
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Create a Study Plan – Deleting Courses
(Before consultation with Academic Adviser)

Click     next to the course 
you wish to delete1

1

2

Click “Delete this 
requirement”2 Click “DELETE 

REQUIREMENT”3

3
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Create a Study Plan – Adding Notes
(Before consultation with Academic Adviser)

Click “        ”1

1
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Create a Study Plan – Adding Notes
(Before consultation with Academic Adviser)

Click “ADD A NEW NOTE”2

2
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Create a Study Plan – Adding Notes
(Before consultation with Academic Adviser)

Click “SAVE NOTE” after 
inputting the note3

3

The colour of the icon       
will be changed to  4

4
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Create a Study Plan – Checking Study Plan
(Before consultation with Academic Adviser)

You may check whether your selected 
course(s) is a good fit for your 
curriculum by going to Audit.
Your newly inputted course(s) will be 
displayed as “PLAN”.

Important Note: 
Due to technical limitations, Degree 
Works may not fully reflect all the 
programme requirements. For the 
checking of your fulfilment of 
requirements of your Major(s)/ 
Minor(s)/ Discipline Concentration, 
please refer to the curricular 
requirements set out in the 
Programme Structures of your intake 
year (click HERE).

https://www.ln.edu.hk/reg/undergraduate-programmes/programme-of-studies/programme-structure
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Create a Study Plan – Checking Study Plan
(Before consultation with Academic Adviser)

Afte you have inputted the course(s), 
you should check again your study 
plan before contacting your Academic 
Adviser.

Important Note: 
Due to a time-out error (i.e. failure to 
save the plan within the stipulated 
time period), your plan may not be 
saved successfully. You are advised to 
re-login to Degree Works to ensure 
the plan has been saved
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Create a Study Plan – Checking Study Plan
(Before consultation with Academic Adviser)

If your plan is locked by your 
Adviser, the status of your 
plan will be updated.
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Create a Study Plan – Checking Study Plan
(Before consultation with Academic Adviser)

Before your Adviser locks your plan, 
you are barred from adding/dropping 
the course(s). You may find an Adviser 
Hold when you attempt to add/drop a 
course if your plan is still unlocked.



Approve a Study 
Plan

(Applicable for 
Academic Adviser)
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Approve a Study Plan
(Applicable for Academic Adviser)

After logging in Degree Works, click Plan1

1
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Approve a Study Plan
(Applicable for Academic Adviser)

Input the student ID or select from the pull down list2

2
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Approve a Study Plan
(Applicable for Academic Adviser)

The student planner will be shown, please scroll down to view the study 
plan3
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Approve a Study Plan
(Applicable for Academic Adviser)

After reviewing the study plan, click4

4
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Approve a Study Plan
(Applicable for Academic Adviser)

Check “Locked”5

5

Click Save6

6
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Approve a Study Plan
(Applicable for Academic Adviser)

If the plan is locked, the status of the plan will be updated7

7

Important Note: 

Once the plan has been locked, the student 
concerned can no longer make changes to 
his/her plan. All subsequent amendments 
are required to be made by the Adviser. 
Advisers are reminded to save and lock the 
plan again after the change. Alternatively, 
the Adviser may advise the student to 
change and finalise his/her enrolments 
during the Registration Day and Add/Drop 
Periods.



View Student 
Information 
Dashboard

(e.g. GPA, ELGR, ITF 
Programme and Service-

Learning)
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Scroll down and click the link for Student Information Dashboard1

1

View Student Information Dashboard
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Student and advisers can view students’ profile, GPA summary, and status 
of Online Tutorial on Plagiarism Awareness, English Language Graduation 
Requirement, Password Test Result and Information Technology Fluency 
Programme

2

View Student Information Dashboard
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Student and advisers can view students’ profile, GPA summary, and status 
of Online Tutorial on Plagiarism Awareness, English Language Graduation 
Requirement, Password Test Result and Information Technology Fluency 
Programme

2

View Student Information Dashboard



Check Course 
Description and 

Prerequisites
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Scroll down and click the course code1
1

Check Course Description and Prerequisites
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Check Course Description and Prerequisites

If there is a       next to the course code, it means a prerequisite exists2
2

You may also find the Legend at the 
bottom of the Degree Works.
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Check Course Description and Prerequisites
The course description including any prerequisites, will be shown in the 
pop-up window3



Check Minor 
Prog. Structure – 

What If
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Check Minor Prog. Structure – What If

Click What-If1

1
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Check Minor Prog. Structure – What If
Select your current 
major2

2 3

Select the minor you 
wish to check3

4

Click “PROCESS”4
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Check Minor Prog. Structure – What If

Scroll down to check the result5



GPA Calculator
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GPA Calculator

Click 1

1

2

Click GPA Calculator2
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GPA Calculator

You may use the GPA Calculator to calculate your desired GPA 4



Class History
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Class History

Click 1

1

2

Click Class History2
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Class History

The class history result will be shown in the pop-up window3



End

Last updated on 23 June 2025
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