ONCE ‘KU Course Registration’ Tutorial

(PICRIE ISR 5 )

Students must register for KU courses by yourselves through KeanWISE first. If you
cannot register for a particular course and see the following error messages displayed
on the upper right corner of the KeanWISE webpage, then you can apply for this
course through ONCE:

- Registration in ... puts student in overload for ...Petition is required.

- Prerequisite(s)...

- A Granted Petition is required for registration in ...

- ...: Failed Section registration restriction rules.
- The section is full.

For error messages unlisted, please contact the Office of the Registrar for clarification
before submitting the ONCE form.

Notes:

1. Please make sure all information is filled out correctly, especially the
question “Is the applied course an overload credit course?” needs to be
checked accurately. The credit limits are 19 credits for the spring and fall
semesters, 7 credits for the summer session, and 4 credits for the winter
session. If the total credit will be exceeded after registering for the applied
course, please check ‘Yes' for that question. After the Office of the Registrar
agrees, the process will proceed to the Office of Financial Services, and the
which will require you to pay for the overload credit tuition. If the form is filled
out incorrectly, it will be returned by the Office of the Registrar.

2. Confirm that the meeting time of the applied course does not conflict with
the times of your registered courses. If there is a conflict, the Office of the
Registrar will return the form.

3. If you are considering dropping a registered course after successfully
registering for the applied course, while you are uncertain whether the
application will be approved, please select “Change Course” on the form.
The Office of the Registrar will help you drop the ‘current course & section’ on
the form when processing the form.

4. The application needs to be approved by the instructor and the college before
going to the Office of the Registrar. The Office of the Registrar processes the
forms in the order all forms were received. There will be a high volume of
applications during registration periods, so please be patient and monitor
the progress of your application.

5. If all the above conditions are met, you can feel safe to attend the class. If the
Office of the Registrar has not processed your application form before class
starts, and you are unable to access class materials or other documents
through platforms such as Canvas, please contact the instructor via email or
visit their offices to get a link or seek help.

6. You are not allowed to submit duplicate applications for the same course
section in one semester/session. If you would like to resubmit a form for the
exact same course section, please cancel the current in-progress form first.



Steps:

1. Visitthe official website of Wenzhou-Kean University: https://wku.edu.cn/. Click ‘My
WKU'’ to enter the PC version of ONCE.
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2. Click ‘Service Center'.
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3. Find ‘Office of Registrar’ and click ‘KU Course Registration Application’.
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4. Click ‘Apply’, and start the process.
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Service Name KU Course Registration Application Dept Office of Registrar
Service Object Student Person in charge Office of Registrar
Location Contact Number 55870163
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5. Fill out the form. This form is only open during the course registration period.
Please make sure you pay attention to the Last Day to Add/Drop Courses as
indicated in the academic calendar (https://wku.edu.cn/en/academics/academic-

calendar/).
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Requested adjustment

EH ST
I Add Course Change Course I Please read note No.3 listed above and check the box.

Wit
Academic Year & Term

BAAD
Select the corresponding semester.
P i0)

Applied Course No. & Section [avallable Seats / Capacity of Applied Section

REIRN
Select the course you intend to apply for. Fill it out as shown on KeanWISE, e.g., 12/35.
BEN
College that offers the course
HEYWR

Select the corresponding college where the course is offered.

s'the instructor TBD(to be determined)? (Only select TBA if you have confirmed the instructor is not assigned in the system. Otherwise, the form may

protbeactedupon.)  Only select ‘Yes’ if you have confirmed the instructor is not assigned on KeanWISE or not shown in
rﬁ the ONCE ‘instructor’ list here. Otherwise, the form may not be acted upon.
Instructor
Select as shown on KeanWISE.

|Are you retaking the applied course?

I Yes N I Check whether you are retaking this course.

s the applied course an overload credit course? (credit maximum for undergraduate students: 19 credits for spring and fall semesters, 7 credits for

[summer session, 4 credits for winter session)

Please read note No.1 listed above. If the total credit will be exceeded after registering for the
applied course, please check "Yes' for the question. The credit limit is 19 credits for spring and fall
Reason . N " . .

semesters, 7 credits for summer session, and 4 credits for winter session.

State the reasons accurately and clearly.

6. Submit the form. Wait patiently for the form to be reviewed by the instructor and
the college, and then processed by the Office of the Registrar. If you have any

guestions, please read the notes above first.
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