THE UNIVERSITY OF HONG KONG

Examinations Office

User Guide for Class Planner in CPRB

Registered users of the Class Planner and Room Booking (CPRB) system (https://www.cprb.hku.hk) can log in to the system to view the draft teaching timetable and room allocation results after the completion of the annual class scheduling and timetabling exercise. Users can directly modify the subclass information as needed using the “Class Planner” function within the system. This user guide provides detailed instructions for updating the subclass information.
Step 1: Log in to CPRB
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1.1 Please log in to the Class Planner and Room Booking (CPRB) system at https://www.cprb.hku.hk and click the “Class Planner” tab.
1.2 If you are already a registered user of the Class Planner and Room Booking (CPRB) system, log in with your HKU Portal ID and password.
1.3 If you are not a registered user, please download and complete the CPRB Account Registration Form and submit it to roombook@hku.hk to create your account.
Step 2: Search for a Course
2.1 After logging in, you will see the following fields:
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2.2 In the “Subject Area” field, enter the first four characters of the course code, e.g., “ELEC.”
2.3 In the “Catalog Number” field, enter either the 4-digit number of the course code or any digit of the number if you do not remember the exact catalog number. For this example, we will enter only “34” to demonstrate the search function.
2.4 Click the “Search” button after entering the information. If there are multiple matches of your input, a dialog box as shown below will pop up:
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2.5 You can select a course from the list and edit the class details.
2.6 After selecting the course, or if there is only a single match from your search, you will see the semester selector:
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2.7 Select the semester you want to edit. The existing course information will be loaded:
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Notes:

a) If you wish to edit a full-year course, e.g. COMP4801FY, you do not have to enter “4801FY” in the “Catalog Number” field. Simply enter “4801,” and the system will search for “COMP4801.” The semester selector will then display “Full Year” as an option:
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If the “Full Year” option is not available, please check if the full-year course, e.g. COMP4801FY, has been created and approved in SIS.

b) If you see the following messages after entering the “Subject Area” ang “Catalog Number”:

i. [image: image7.png]



Please check the course approval status is SIS at the following path: 

Curriculum management ( Course Catalog ( Search for the course ( Offerings 
Ensure that the “Effective date” of the course is set to on or before July 1 of the academic year. For instance, if you are editing a course for the 2025-2026 academic year, the effective date should be on or before July 1, 2025.
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Please check the course owner settings in SIS at the following path: 

Curriculum management ( Course Catalog ( Search for the course ( Offerings

Step 3: Edit Course Information 
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3.1 For jointly taught courses, you will see multiple course tabs under the course code. The information for these jointly taught courses is linked. When you update the information for one course, the information for the other course(s) will be updated simultaneously.
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3.2 The "Tutorial Groups" tab is designed to support the University’s Tutorial Sign-up Management Application. You must first create the tutorial groups in CPRB for them to be displayed in the Tutorial Sign-up Management Application. Please refer to the user guide for creating tutorial groups in CPRB here.
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3.3 Each subclass is displayed within a labeled group panel under the course tab, showing the course code and subclass section, e.g., ELEC3443-1A. The group panel includes the following fields:
a) Offered

b) Subclass Name

c) Quota

d) Extra Size

3.4 Below are the field descriptions:
a) Offered

If the “Offered” checkbox is checked, it means the course is offered in the selected semester of the academic year, and the course data will be transferred to SIS. Unchecking the 'Offered' checkbox will release the allocated central classrooms, so please proceed with caution.
b) SubClass Name
Name of the subclass. 

c) Quota

Quota for HKU students in this subclass. This information will be transferred to SIS, therefore please do not leave it as 0. In the case of jointly taught classes, please input the quota for each subclass individually rather than a total quota.
d) Extra Size

If there are additional students, such as those from HKU SPACE, attending this subclass, you can enter the extra quota you wish to reserve for them here. In the case of jointly taught classes, please input the extra size in only one of the classes instead of both.
3.5 If you want to create additional subclasses, please click the “Create Subclass” button on the top right-hand corner. Please ensure that no two subclasses share the same name for all semesters in the same academic year.

Step 4: Edit Subclass Information
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Class Meetings
4.1 The data entry interface for each subclass is the same. In the first column, there are different icons:
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 – Edit class meeting information (for detailed instructions, please refer to Using Edit Info Dialog)
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 – Add a new class meeting
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 – Delete the selected class meeting
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 – Duplicate the selected class meeting and insert as a new class meeting
4.2 For each subclass, there is a class meeting list that shows the class activities under that subclass. Below are the field descriptions:
a) Type
There are six types of class activities. Select the type of class activity from the drop-down list: 

i. LEC – lectures

ii. TUT – tutorials

iii. LAB – laboratory classes

iv. OTH – others
v. SEM – seminars

vi. BKG – class-related casual bookings

b) Central Room

Check this box if the class activity requires a central classroom.
c) Show in SIS

Check this box if you want the class activities to be visible to students in SIS. Do not check this box for tutorials.

d) Semester

Editable only in a full-year course to specify the semester in which the class activities will be held.
e) Weekdays
Select the weekday on which the class activity will be held. If the class activity requires a central classroom, please create a separate class activity for each weekday.
f) Size
Required room size for the class activity. This is auto-calculated by the system according to the quota and extra size, but you can enter a different number if you need a smaller room for tutorial classes. 
g) Time

Click and edit the start time and end time of the class activity. 

h) Date

The default setting for a newly created class activity is “Standard,” indicating that all class meetings under this subclass will be scheduled according to standard teaching weeks, excluding public and university holidays unless specified otherwise. If these activities do not adhere to the standard teaching weeks, you can select the desired teaching weeks individually.
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After selecting the teaching weeks, click the “OK” button. Alternatively, you can click “Reset Std. Teaching Week” to revert to the default setting “Standard”.
i) Room

Room allocated to the class activity. To change the room, click to open a dialog box where you can specify your room preferences, including equipment, buildings, and classrooms. To select a departmental room as the preset room, please uncheck the “Central Room” checkbox and select the departmental room accordingly. Please note that double booking checks are not performed for departmental classrooms.
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Staffs
4.3 Under the ”Staffs” tab, you can edit teaching staff information. To add a new staff member to the list, simply click the ”Create” button.
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4.4 In the first column, there are three icons:
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 - Add a new row

b) [image: image23.png]


 - Delete that row

c) [image: image24.png]


 - Search and replace the existing teaching staff
4.5 Follow the steps below to add a new staff member to the teaching staff list:

a) Click the search icon to open a dialog box where you can enter the search criteria.
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b) Navigate through the search results using the forward and backward buttons, then click on the staff member that you want to add as teaching staff.
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c) Alternatively, you can directly enter the Staff ID in the “Staff ID” column, and the system will search the database and return the staff name.
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The “Check Ava.” checkbox can be ignored, as it is only used during the central class timetabling exercise. If you check the “Admin Only” checkbox, the staff data will NOT be transferred to the SIS. This option is useful for granting access rights to tutors responsible for managing tutorial group information.
d) The following message will pop up if the entered Staff ID does not exist in the system. To add this new Staff ID to the system, click “OK.”
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i. A dialog box will appear for adding new staff:
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ii. Input the new staff’s HKU ID and name, then click “Save.”

SFTL Additional Information

4.6 By clicking on this tab, you can edit additional information required by the Student Feedback of Teaching and Learning (SFTL), specifically the “Assessment period start date” and “Grade release date.” Although most undergraduate courses do not require this information, you may choose to input it if you understand its purpose. For further details, please consult the Teaching and Learning Innovation Centre.
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4.7 After editing all the information, please click the “Save” button at the bottom of the page.
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