
FERPA 填报指南 

Guide to Completing FERPA Forms 

 
手机端 From a Mobile Device:    

1. 手机下载企业微信（不建议使用微信小程序）。 

Download the WeCom app (we do not recommend using the 
WeChat mini program). 

2. 用手机号登录。 

Log in with your mobile phone number. 

3. 登陆后，点击页面下方“工作台”。  

After logging in, click “Workspace” at the bottom of the page. 

4. 点击“a.ONCE”。   

Click “a.ONCE”. 

 



5. 选择“教务服务”下的“FERPA CONSENT TO RELEASE STUDENT 

INFORMATION”。   

Under “Registrar Service”, select “FERPA Consent to Release 
Student Information”. 

 

 

 

 

 

 



6. 点击黄色图标的“FERPA CONSENT TO RELEASE…”。  

Click the yellow icon “FERPA Consent to Release…”. 

 

 

 

 

 

 

 



7. 仔细阅读弹窗须知，并选择是否同意填写表格。若你选择不同

意填写此表格，则流程即刻结束，无法自行更改。若你选择同

意填写此表格，请继续阅读后续步骤。 

Carefully read the pop-up notice and choose whether you consent 
to complete the form. If you choose “I do not consent to complete 
the form”, the process will end, and you cannot modify it yourself. 
If you choose “I consent to complete the form”, please continue to 
read the following steps. 

 

 

 



8. 输入被授权获取你学术记录的个人姓名，并选择要授权的信息

类型和目的。 

Enter the names of the individuals to whom you are releasing your 
academic records, and choose the type of information to be 
released as well as the purpose. 

 
 

 

 

 

 

 



9. 在线签名后提交。 

Sign your name and submit. 
 

 
 

 

注意：表格一经提交，将无法自行修改。如需更改，请通过邮件

（registrar@wku.edu.cn）联系注册办撤销当前填报信息，之后你可以

重新提交表格。 

Note: Once the form is submitted, it cannot be modified by yourself. If you 
need to make changes, please contact the Office of the Registrar via email 
(registrar@wku.edu.cn) to cancel the current submission, after which you 
can resubmit the form. 
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电脑端 From a Computer:  

1. 点击此处访问“FERPA CONSENT TO RELEASE STUDENT 

INFORMATION 业务”。 

Click here to access “FERPA CONSENT TO RELEASE STUDENT 
INFORMATION”. 

2. 仔细阅读弹窗须知，并选择是否同意填写表格。若你选择不同意

填写此表格，则流程即刻结束，无法自行更改。若你选择同意填

写此表格，请继续阅读后续步骤。 

Carefully read the pop-up notice and choose whether you consent 
to complete the form. If you choose “I do not consent to complete 
the form”, the process will end, and you cannot modify it yourself. If 
you choose “I consent to complete the form”, please continue to 
read the following steps. 
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3. 输入被授权获取你学术记录的个人姓名，并选择要授权的信息类型和

目的。 

Enter the names of the individuals to whom you are releasing your 
academic records, and choose the type of information to be released as 
well as the purpose. 

 

 
 

4. 在线签名后提交。Sign your name and submit. 

 

 

 

注意：表格一经提交，将无法自行修改。如需更改，请通过邮件

（registrar@wku.edu.cn）联系注册办撤销当前填报信息，之后你可以重

新提交表格。 

Note: Once the form is submitted, it cannot be modified by yourself. If you 
need to make changes, please contact the Office of the Registrar via email 
(registrar@wku.edu.cn) to cancel the current submission, after which you can 
resubmit the form. 
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