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温州肯恩大学线上毕业申请操作手册 (ONCE 系统) 

*For English version, please go to page 14. 

⚫ 第 1 步 - 收到毕业申请邮件提示：点击邮件中的链接，或复制链接到浏览器（建议使用 Google Chrome）地址栏进入 → 学位申请表页面 

 

 

 

 

点击该链接，进行相关操作 
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⚫ 第 2 步：开始毕业申请或放弃本批次毕业申请 
 

开始毕业申请 或放弃本批次毕业申请 

2. 点击“开始申请” 

1. 如您选择放弃本批次毕业申请

机会，请点击“放弃申请”。 

2. 仔细阅读弹窗内容，如确

认放弃本批次的毕业申请，点

击“确认放弃”。 

1. 毕业申请表中所有信息由系

统自动带出，检查是否有误。 

B.S. Degree 
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⚫ 第 3 步 – 进入毕业申请清单页：如您在上一步点击了“开始申请”，您将跳转至“温州肯恩大学毕业申请清单”页面，请仔细阅读跳转后的弹窗内

容“温州肯恩大学毕业申请须知”，阅读完毕后，点击“确认”，进入清单界面。 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

仔 细 阅 读 完

弹窗内容后，

点击“确认”。 
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⚫ 第 4 步 – 查看毕业申请清单：该清单将显示您的所有毕业申请代办项办理进度。 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

× 表示该项未完成或审批被拒

绝，请根据弹窗提示完成相应

的操作。 

… 表示该项流程在审批中，请

耐心等待审批结果。 

√表示该项已审批完成，您无

须进行其他任何操作。 
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⚫ 第 5 步 – 填写《毕业生学籍档案表》（所有申请者必填）：点击“毕业生学籍档案表”，进入相应页面，仔细阅读弹窗须知，下载页面左上角的《表

例文件》，按照表例进行档案表的填写，请务必保证填写内容的真实与完整。 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 下载该表例文件，并参照填写各必填项（带*号） 

2. 请按照提示要求上传您的证件照（jpeg, jpg, png 类型文件，注意文件后缀必须为小

写字母），建议本科毕业申请者（自主招生除外）上传毕业前学校集中采集的学位照。 
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3. 确认所有信息填写完整并无误后，

点击此处进行签名，并提交表单。 
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⚫ 第 6 步 – 中方课程审核：如您的“中方课程审核”项状态为 X，则表示您的中方课程必修学分尚未修满，该清单项无法自动进入审核流程。如您

在毕业申请截止前完成了必修学分的修读，可点击“中方课程审核”清单项，进入相关页面后，点击“提交”手动发起审核申请。 

 

 

 

 

 

 

 

 

1. 如您在毕业申请截止前完成了必

修学分的修读，可点击该清单项，进

入手动发起审核页面。 

2. 点击提交，发起审核申请。（未修满

必修学分的申请者无法提交） 
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⚫ 第 7 步 – 课外志愿服务与拓展实践：如您的“课外志愿服务与拓展实践审核”项状态为 X，请点击该项，进入相应页面。查看左上角“已审核活动

时长”，如该时长未达毕业要求，可查看您是否有已参加但未审核的活动，如有该情况，可联系相关活动发布人催办审核。一旦有效学时达到毕

业要求，该项状态会自动变成√。 

 

注： 

 2021 级学生的已审核时长达到 40 小时的课外拓展时长要求，即满足毕业条件。 

 2022 级及以后入学的学生需达到 40 小时的总时长，同时 40 小时中包含了 20 小时的志愿服务与日常生活劳动类时长，即满足毕业条件。 

 如学生的总时长达到 40 小时，但包括了未审核时长，需通过个人汇总中的活动信息，联系未审核活动的发布人催办，审核后的学时为有效学时。 

1. 已审核的活动学时为有效学时 

2. 可联系未审核活动

的发布人进行催办审

核。 
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⚫ 第 8 步 – 学术违纪记录处理：如您的“学术违纪”项状态为 X，请点击该项，进入相应页面，按下图步骤操作。 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 点击下载填写模板和填写示例，按

照要求填写说明报告。 

2. 正确填写完说明报告后，点击此处

上传。注意每一条违纪记录对应一份

说明报告。 

3. 上传完毕后，点击提交，等待审核

结果。 
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⚫ 第 9 步 – 行为规范记录处理：如您的“行为规范”项状态为 X，请点击该项，进入相应页面，按下图步骤操作。 

 

 

 

 

1. 点击下载填写模板和填写示例，按

照要求填写说明报告。 

2. 正确填写完说明报告后，点击此处

上传。注意每一条违纪记录对应一份

说明报告。 

3. 上传完毕后，点击提交，等待审核

结果。 
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⚫ 常见 Q&A 

Q1：我是在读应届毕业申请者，但我的温肯邮箱没有收到毕业申请的邮件？ 

答：您有可能屏蔽了 ONCE 系统发出的邮件导致无法接收。您还可以在 ONCE 系统的个人待办中找到毕业申请待办。 

 

Q2：我已经提交了线上学位申请表，但我想撤回我的毕业申请，请问如何操作？ 

答：如希望撤回毕业申请，请点击毕业申请清单页面的“撤销申请”了解具体操作方式。 
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Q3：怎么查询被驳回的申请？ 

答：如您的任何一项申请清单被驳回，您会收到邮件提示，同时您可以在 ONCE 待办中找到被驳回的申请。假设您提交的“温州肯恩大学学籍档

案表”被驳回，您将在 ONCE 待办项中找到相应被驳回的申请单，请点击“Process”，查看被驳回的原因，依照评论修改后重新提交。 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 按照被驳回的提示重新填写表单。 

2. 重新提交。 
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Q4：我已经参加了毕业典礼，为什么还在毕业审核\为什么还没有颁发证书？ 

答：毕业典礼仅为仪式性活动，有资格参加毕业典礼不等于通过了毕业审核，也不等于获得学位。 

 

Q5：我申请了冬季\春季\夏季毕业，如果通过了审核，大约什么时候可以领取毕业材料？ 

答：毕业审核和毕业材料的发放时间会受当年教学计划日程影响，一般在学期结束后一个月左右发放；冬季毕业（因春节假期）一般在三月底至

四月初领取，春季毕业一般在七月上旬领取，夏季毕业一般在八月底至九月初领取。 
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Wenzhou-Kean University Online Graduation Application Handbook (ONCE platform) 

*For Chinese version, please go to page 1. 

⚫ Step 1 - Upon receiving the graduation application email prompt: Click the link in the email, or copy the link into your browser 

(recommended to use Google Chrome) to access the degree application form page.

 

 

 

Click the link to access the degree 

application form page  
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⚫ Step 2 - Start application or delay to the next cycle 
 

Start application or Delay to the next cycle 

2. Click “Start application” 

1. Click “Delay to the next 

cycle” if you choose to 

postpone your graduation. 

2. Read the pop-up notice, 

click “Confirm” to complete 

the postpone. 

B.S. Degree 

1. Check if your information is 
correct and complete in the 
application form. 



16 
 

⚫ Step 3 – Enter the Graduation Application Checklist Page: If you clicked "Start application" in the previous step, you will be redirected to 

the "Wenzhou-Kean University Graduation Application Checklist" page. Please carefully read the pop-up titled "Notice for Wenzhou-Kean 

University Graduation Application." After reading, click "Confirm" to access the checklist interface. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Read the pop-

up notice, click 

“Confirm”. 
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⚫ Step 4 – View the Graduation Application Checklist: This checklist will display the progress of all your pending graduation application tasks. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

× This task is unfinished or 

declined. Please follow the 

pop-up prompts to complete 

the corresponding actions. 

 

… This task is processing. 

Please wait patiently for the 

approval result. 

 

√This task is completed. No 

further action is required 

from you. 
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⚫ Step 5 – Complete the "Graduate Information Form" (mandatory for all applicants): Click on "Graduate Information Form" to enter the 

corresponding page. Carefully read the pop-up instructions, download the "Sample Form" from the upper left corner of the page, and fill 

out the form according to the sample. Please ensure the accuracy and completeness of the information provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Download the sample form and refer to it to fill out all 

required fields (marked with *) 

2. Please upload your ID photo according to the prompts (jpeg, jpg, png file types, 

note that the file extension must be in lowercase letters). It is recommended that 

undergraduate applicants (excluding independent admission) upload the photo 

taken for CHSI photo shooting. 
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3. After confirming that all information 

is complete and accurate, click here to 

sign and submit the form. 
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⚫ Step 6 – Chinese Curricular Course Audit: If the status of this task is X, it indicates that you have not completed the required credits for 

your Chinese Curricular course, and this task cannot automatically enter the audit process. If you complete the required credits before the 

graduation application deadline, you can click the task, enter the relevant page, and click "submit" to manually initiate the audit request. 

 

 

 

 

 

 

 

 

1. If you complete the required credits before the graduation 

application deadline, you can click on this checklist task to 

enter the page to manually initiate the audit. 

2. Click "submit" to initiate the audit process. 

(Applicants who have not completed the 

required credits cannot submit.) 

Chinese Curricular Course Audit 
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⚫ Step 7 – Co-curricular Volunteer Service and Expanding Practice Hours: If the status of this task is X, please click on this item to enter the 

corresponding page. Check the "Approved Hours" in the upper left corner. If the hours do not meet the graduation requirement, you can 

check if you have participated in any activities that have not been approved. If this is the case, you can contact the relevant activity organizer 

to expedite the approval. Once the valid hours meet the graduation requirement, the status of this item will automatically change to√. 

 

Notes: 

 For students enrolled in 2021, the total approved hours reaching 40 hours meets the graduation requirement. 

 For students enrolled in 2022 and after, besides the total approved hours reaching 40 hours, students are required to complete 20 hours 

in the category of “Volunteer Service and Daily Labor Activities” to meet the graduation requirement. 

1. Approved hours are considered 

valid hours. 

2. You can contact the 

organizer of the 

unapproved activity to 

expedite the approval. 
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⚫ Step 8 – Academic Violation Records: If the status of this task is X，please click on this task to enter the corresponding page and follow 

the steps shown in the image below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click to download the form to fill and 

the example. Fill out the statement 

form according to the requirements. 

2. Click to upload your filled form. 

Note that each record requires a 

corresponding statement form. 

3. Click “submit” after uploading, 

wait patiently for the audit result. 
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⚫ Step 9 – Conduct Violation Records: If the status of this task is X，please click on this task to enter the corresponding page and follow the 

steps shown in the image below. 

 

 

1. Click to download the form to fill and 

the example. Fill out the statement 

form according to the requirements. 

2. Click to upload your filled form. Note 

that each record requires a corresponding 

statement form. 

3. Click “submit” after uploading, 

wait patiently for the audit result. 
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⚫ Q&A 

Q1: I am a current graduating student, but I have not received the graduation application email in my WKU email account.  

A: It is possible that you have blocked emails from the ONCE system, which is why you are not receiving them. You can also find the 

graduation application task in the My To-Do list on the ONCE system. 

 

Q2: I have already submitted the online degree application form, but I want to withdraw my graduation application. How do I proceed? 

A: If you wish to withdraw your graduation application, please click on "Withdraw Application" on the graduation application checklist 

page to learn about the specific procedures. 
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Q3: How do I check a rejected application? 

A: If any of your application checklist tasks is rejected, you will receive an email notification. Additionally, you can find the rejected 

applications in your ONCE “My To-Do” list. For example, if your "Graduate Information Form" is rejected, you will find the corresponding 

rejected application in your ONCE “My To-Do” list. Please click "Process" to view the reason for rejection, make the necessary changes 

according to the comments, and resubmit. 

 

 

 

 

 

 

 

 

 

 

 

 

1. Make necessary changes according 

to the comments. 

2. resubmit 
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Q4: I have already attended the commencement ceremony, why am I still under graduation audit/why hasn't my degree been conferred 

yet?  

A: The commencement ceremony is only a ceremonial event. Being eligible to attend the graduation ceremony does not mean that you 

have passed the graduation audit, nor will you receive your degree. 

 

Q5: I applied for winter/spring/summer graduation. If I pass the audit, when can I collect my graduation materials? 

A: The timing of the graduation audit and the issuance of graduation materials varies according to the academic calendar of the year. 

Generally, materials are issued about one month after the end of the semester/session. Students graduating in Winter can usually collect 

the material by the end of March to early April (due to Spring Festival), the Spring batch in early July, and the Summer batch by the end 

of August to early September. 

 


