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Importing / Updating Exco Data



Step 1

Login to the Student Organization Information System (SOIS): 

https://excolist.webhost.hkust.edu.hk/index.php with society email account/ 
registered email account*.

The system will direct you to the following page: 

  

* Department-Associated Groups without a group email account may have their group leader’s email as the 
registered email account. 

Submit new Undertaking Form
Submit new session of exco list
Check / Edit Current Session
Submit Hall Higher Point Nomination for Immediate Past Exco (for SHRLO’s use)
Submit Hall Higher Point Nomination for Current Exco (for SHRLO’s use)

https://excolist.webhost.hkust.edu.hk/index.php


Submit new Undertaking Form
Submit new session of exco list
Check / Edit Current Session
Submit Hall Higher Point Nomination for Immediate Past Exco (for SHRLO’s use)
Submit Hall Higher Point Nomination for Current Exco (for SHRLO’s use)

Step 2a

Click “Submit new Undertaking Form”. 



Step 2b

1) Read through the Undertaking 
Form, forward the Guidelines and 
the Regulations to all exco 
members for attention.

2) Check the boxes if your society 
understand and agree with the 
contents, and fill in the information.

3) Click “submit”.



Submit new Undertaking Form
Submit new session of exco list
Check / Edit Current Session
Submit Hall Higher Point Nomination for Immediate Past Exco (for SHRLO’s use)
Submit Hall Higher Point Nomination for Current Exco (for SHRLO’s use)

Step 3a

Click “Submit new session of exco list”.



Step 3b

Click “add one”.



Step 3c

1) Upload a photo of the exco that clearly shows the face (must occupy 70-80% of the image 
height, similar to standard passport photo sizing). 
If the photo is not clear after uploading, please remove it and submit a new one.

2) Make sure to provide the information marked with (*).

3) Select the exco position from the pull-down menu or choose “Other (please specify)” to input 
the position manually.

4) Click “add one” to input the data for another exco, and repeat as necessary. 

5) When you have added all exco data, click “Submit”. 

35 1



Submit new Undertaking Form
Submit new session of exco list
Check / Edit Current Session
Submit Hall Higher Point Nomination for Immediate Past Exco (for SHRLO’s use)
Submit Hall Higher Point Nomination for Current Exco (for SHRLO’s use)

Step 4a

Click “Check / Edit Current Session” for checking or editing the exco list.



Step 4b
1) If you wish to edit an exco data, click “Action”, then select “Modify”. You can edit the 

information such as name, position, HKUST email, etc.
2) If you wish to suspend one who is no longer an exco member, click “Action”, then 

select “Suspend”.

1

2



Step 4c
1) After editing exco data, click the “Submit” button on the top right head corner to 

submit changes.
2) You may edit information again by going through steps 4a, 4b and 4c.



Step 4d
1) After submitted, the status will show “Pending”.
2) When the status has been validated by SU/Sponsor Department (if applicable) 

and checked by SSA, you will see the status become “Active”.
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