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1. Login
1.1 User login

Description: students log in to the Master & PhD management system.

1. Use Chrome or IE10+ browser (360 browser version 8.1 or higher)

2. Browse this system with a resolution of 1280*800 or higher

3. Please do not block pop-up windows
Instructions: Enter URL[ http://yjss.hhu.edu.cn/gmis/home/stulogin Jor according to the link given
by university, to enter the system login interface.
The USERNAME is your student id. And the PASSWORD is your birthday or student ID
number. For example; if your DATE OF BIRTH is 1990/01/24 then your password should be
19900124. See the description below:
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Graduate Management Information System

Student ID

Password
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Login

fig. 1: login interface
Once you are logged in, the first thing that you will see is a congralatory message and a disclaimer
option, asking you whether to register or to abandon your admission.
If you wish to continue with your registration; then you can simply confirm it by clicking DONE

and proceed. As seen in the fig. 2 below
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Fig. 2: Confirm admission registration

2. If you wish to abandon your admission; then you can simply click the ABANDON icon and

upload your declaration file. As seen in the fig. 3 below
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Fig. 3: Abandon admission, Upload declaration file
2. Home Page

2.1Home page function

Description: This part is used to remind and display information related to the student's academic
progress, including basic student information, academic progress, consultation, application,
credit/planning, academic warning, etc.

Before you proceed, the first thing to do is to change your password. As shown in the following
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Fig.: Change password

Next, is to go straight to the dashboard. Follow the instructions below

Instructions:

1. Menu area, click the corresponding menu to enter each function interface.

2. The academic process area shows the cultivation process, application process and status, the
completion of each application and the corresponding completion time.

3. Area 3 is for notification, password modification and logout button.

4. Area 4 is personal information. Click [%#MV{" & Study Summary], [%%MV4F5% Study Tasks] to
enter the corresponding operation query interface.

5. Area 5 is the credit completion status, click [%%4}1& ¥l Credit Status] to switch to the
completion status of the cultivation program.

6. Area 6 is the academic reminding, used to remind students to complete the corresponding
academic tasks.

7. Area 7 is for consultation and application information submitted.
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3. Personal management

3.1 Academic progress

Description: Used to query academic tasks and enter the corresponding academic task
operation interface.

Instructions: Enter the academic progress view page to view the completion of the academic
progress. If the task and operation are completed, the system will automatically mark the "\ 5¢ if
Completed" icon. If it is not completed, click the corresponding [ 4145 Start Task] to enter the
operation page. Click [Application Rules] to view the corresponding application introduction,

restrictions, rules and other information. But these are not important for now.
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3.2 Semester registration

Description: Semester registration (Registration is required every semester; otherwise other

functions of the system cannot be used. Please contact your college if you fail to register on time)
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Click the second icon [ ## 273 ] to register
Instructions: Click the [#2£5Z7EM Submit Registration] to register for the semester at the

beginning of every semester. When the student meets the restriction conditions, it will prompt

"registered successfully" and wait for review.
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Registration is complete and waiting for review

3.3 personal information

Description: Personal information includes learning experience, training plan, grades, etc.,
Master/PhD Program management.

Instructions: Enter the personal basic interface, click on each information module to browse
and query.
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Personal information

3.4 Personal information maintenance

Description: Maintain and modify basic personal information (maintain the required fields
marked with * to save it!).

Instructions: Enter the personal information maintenance interface, modify the corresponding
information, click [f&£1F Save]. The information in the grayed-out area cannot be modified and can
be modified by submitting a modification application.

Click [ZEE & F select photo], select the corresponding file, click [ 4% upload] button to
upload the photo.
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Personal information maintenance

3.5 Student Enrolment Registration

Description: Master /PhD Enrolment Information Registration.

Instructions: Maintain information, click [f/17 save].
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Enrolment Registration

3.6 Information modification request

Description: Personal information modification application.

Instructions: Click the [#1#% Add], edit the information, click [f#f# Save], wait for review,
click [HXU7H Cancel], cancel the addition. Check the application record, click [4u## edit], edit the
application information (note: the reviewed information cannot be modified). Click[#|F# delete],
delete the application (note: it has been reviewed and cannot be deleted).
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4. Program management
4.1 Master/PhD Program

Description: Inquire about Master /PhD program
Instructions: Enter Master /PhD program view page, select the student category, and click the
[#& View] to inquire about the Master/PhD Program for each major.
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Master/PhD Program query
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Student category selection

4.2 Master/PhD program plan submission

THIS PART IS A MUST.

Description: Master/PhD program plan submission. (Be sure to choose the course according
to the requirements, all the courses in your program must complete the course study to obtain the
corresponding grades. If not completed, it will be treated as a missed or failed in exam. Please be
carefully on choosing your program!) You must select and submit your courses.

Attention: If the student chooses to withdraw from the course, he must also cancel the
selection here and adjust the Master /PhD program ! )

Instructions: Enter the Master/PhD program interface, select the corresponding courses in the
group according to the restrictions. Click [¥SIN77 & %FEFE Add courses], enter the course
selection interface, after querying the course, click [i£#¥ Select] choose the appropriate course.
Using the same way to select interdisciplinary course. Click [fiflF& Delete] to delete the added
course in program. After selection courses, click [f&fF Save] button to save your program.
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Add course from other discipline

4.3 Master/PhD program query

Description: Master/PhD program query. (courses in course selection display are consistent
with the program submitted above) . After submitting the courses, you will be able to see them

here.

Instructions: Query Master /PhD program information.
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4.4 Course selection

This part is very important, please pay attention.

Description: Online course selection ((DWithdrawal of courses within two weeks, unable to
cancel the selection after expiration: Meaning, when a course starts, you have two weeks to select
and register for that class otherwise you cannot be able to register the course after two weeks of its
start. @No cross-city selection, students in Changzhou and Nanjing only select the courses in
their own city ®Delayed graduation students nor able to choose courses)

Instructions: Enter the online course selection interface, Click“ /A 3£ General Course”, “
MV Major Course”, check the classes of the courses planned for this semester. (Only able to
select the courses in your program submitted above and the courses that has opened this semester)
Click[i£ £ select course]button, select course (Courses can be selected on this interface within
two weeks from its start), Click[IBi%E cancel] to cancel course selection. (You can only withdraw
a course within two weeks from its start. Remember to delete the corresponding course on the
Master/PhD program interface. Cannot withdraw after two weeks.)  (Note: ’#’=Compulsory
course,’ 1% ’=Elective course)
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Online course selection

4.5 Course selection result query

Description: Query and export course selection results

Instructions: Enter the course selection result query interface, select semester, click[?r ]

search], query course selection results. Click[FH%i#& export data] to export course selection

results.
@ rim x  + - o
<« C A FE2 | 202.119.114.108/gmis/student/default/index o ¥ O i
et i vey Q&
HER: 20202021508 D Qifl SHiNiE
S WEEE HmEE Fir e FERE Res L] il RRAR
2 1EmEE
[ 1 0000001 FEiE EHmE-I2 2 1 621 R BT IESY T EREE213 1
: 2 oiooiot HIERK e 2 » i1 1 2 1619 i SMRGEY HABEEES0 1
3 01D0101 KRR 1 2 = 2020 R SMEGEY HABEEES0 1
4 BAD00O0T TERERBSF AEBsT-E1 3 1 HEE 613 I BMIESH RS IESY HERPEEI0 1

4.6 Timetable query

Description: Timetable query
Instructions: Enter the student timetable query page, select the semester, and click the [ZT 1]
Query] to query the current semester timetable, click the [Word ] E[l Word Print] to print the word

Course selection result query

format class schedule. Click the [Print] to print the class schedule.

14




S wim x4+ - o x

<« C A o e
@unrt | Select Semester
e [ER— ot | R ruesdoy RIS wednesdy R e SNa Bwn  EeH
EnEn Fr 4 inday
B—HNEE-T2 NFBZRSHT-A HEH

o FESmEN

KIS Bk R R Aa TR E-01
£

KRBT EHE G E-01

553

KRFRKARFHMOGTEHE-0
=23
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4.7 Course retake/makeup application

Description: This function is used to apply for a course retake or make up. Only the same
course can be retaken here. You must choose the same course (the course number can be different,
but the same course!), otherwise it will not be approved.

Instructions: Enter the course retake application page, you can query the list of retake-able
courses [if you fail a course, or your score is less than 70 points, you can apply for retake!].

1. Retake application for the same course number: Click [ E & Retake], as shown in the
figure ([F]URFEYm 5 B A& F 1 retake application for the same course number);

(O  After clicking, you can see the application information form, @ The original course
information for the retake application (JF RFESs5+/7IRFEHFRK Original course number +
original course name), (3 Pull down to find the class opened for the course in the current
semester, click to select the retake class, fill in the reason for application, and click [Save] to
complete the application.

2. Application for retake of courses with different numbers: Click [ #MZ Makeup), As
shown in the picture (application for retake of different course numbers)@Drop down to select the
course to be retaken, check the class opened for the course in the current semester, click to select
the retake class, fill in the reason for application, and click [ f&fF Save] You can complete the
application.

3. In the figure (application record query edit/delete), you can query the record of my
application for re-revision, if you need to modify it, click [ 4w edit], Save it. To delete, click [ il
% Delete] .

After the re-study application is reviewed by the secretary, after the review is passed, the
corresponding opening class can be arranged to complete the course!
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4.8 Course by-election application

Description: It is used for make-up course selection, (including students who cannot choose
the course after the course selection time has passed, and students who have been in class but
forgot to choose the course) can apply for courses two weeks after the start of the course. Print the
application form and follow the process until the college reviews and records.

Instructions: Enter the make-up course interface, enter the course number of the make-up
course, query the corresponding starting class of the semester, click the corresponding class
[Apply for Course Selection] after querying the class information. After confirming the
application, you can see the application success prompt. At this time, you need to click the
corresponding class [Application form] in the list of applied for make-up courses to download, fill
in the form information, print it out, and then sign and approve it by the instructor, and transfer it
to the college for review. After the college has passed the review, scan the attachment/photograph
and upload the application form for record before it can be reviewed and approved by the
operating system.
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By-election course
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4.9 Mediation class information inquiry

Description: Inquire about the mediation of class information. (The specific situation is

subject to the teacher's offline notification).

Instructions: Enter the mediation class information query interface to query mediation class

information.
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Mediation class information inquiry

4.10 Course examination room inquiry

SROF0 AR

Description: Inquire about the examination arrangement (for details, please refer to the

offline notification of the Academic Affairs Office/Department Teacher!)

Instructions: Enter the course examination room arrangement interface to query examination

information.
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Examination room arrangement

4.11 Course score query

Course Score Query and Transcript Printing

CREE RS 1 S RS AT )
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i Remarks

FRER AT BN D e T 58 OIS R 5 ) 5 FRIE A AL o 15 7E W S I A2
(1) PDF % [ SCARFT B 2R f5 38 22 18 e B 55 Hh i i FF e 3 o

WA AR R GTEAT BN oK, W R BT EIHL B B BT ERHLEE I S Wl a0 °F -
http://ie.hhu.edu.cn/2020/1120/c¢7339a215390/page.htm

The function of transcript printing is only for the degree application after completing the
courses. Please print out the PDF file, and take it to the Academic Office of International
School for signature and stamp before the degree application.

If you need the transcript in Chinese and English, please go to the self-service printer. The
instructions for the use of self-service printer are as follows:
http://ie.hhu.edu.cn/2020/1120/¢7339a215390/page.htm

Operation Instructions

Step-by-step procedure on how to inquiry the course score and print out the transcript in PDF

format

Method 1
@ LEXE a8
BRI s ) ' Print out transcript

LL] 51 ki ] e F4 k2 2]

‘ Cqurse_score query

o LR 5 B 5 5 ORGSR 77« 5}

& Qa@m|czI|L

Method 2
Step 1
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Course result query

4.12 Course Teaching Evaluation

Description: Evaluate the teaching course (if there is no content, this course does not need to

be evaluated).

Instructions: Enter the course evaluation interface, click [Evaluation] to enter the evaluation

interface. After completing the evaluation, click [Save] to submit the evaluation information (note:

it is evaluated, ﬁ it is to be evaluated).

20



o EM

o ANEE -~ M E ] RS WA BB R

FaE #itEm HRE RS FEGT

B BHEE
BFRORES
fEsrithiigs
fERit R
FAR LER
HRERER
FREEn
EiZiMeHiE
R AHE
REREEEE
i)
AT

XA BE
BrnTEE
ESHERE
FEEETHES
ez o =hi ]
TR i

BaEae & EpEE

Course Teaching Evaluation List

4.13 Opening Report of Thesis application

Description: Fill in the opening report and upload materials.

Instructions: 1. Enter the page of the opening report and fill in the corresponding information

(the required items must be filled in as required; otherwise the submission cannot be saved). If the

thesis is classified as confidential, please check whether it is classified as confidential, and click
the button [Select File 1 3 14] to upload the confidential approval form. After completing the
basic information, click the button [Save {#47] to save the relevant information. Confirm that it is

correct, click the button [Submit $£%Z], and submit the opening report information.2. After

submission, wait for the approval by supervisor and the relevant dean of the college, and the final

result will be returned.
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Fill in the opening report
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Figure 2.1.3 Results returned

S. Scientific research management

5.1 Published paper registration

Description: Registration and publication of academic papers information.

Instructions: 1. Enter the published paper registration page, click the [#73# Add], and fill in
the relevant content of the published paper (the required items must be filled in as required,
otherwise the submission cannot be saved). Click the [iE£F¢ (4 Select File] . Select the
attachment of the essay certificate, and click the [f&fF Save] after uploading (it cannot be edited
and modified once it is reviewed). 2. Waiting for tutor review-- department review-- (Doctoral
degree) office review. After the review is completed, the academic paper can now be used as the
material for the later mid-term inspection. Academic papers whose review process has not been
completed are invalid data.
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5.2 Patent status registration

Description: Patent status registration.

Instructions: Enter the patent registration interface, click [#73#4 Add], fill in the information
and click [fR17 Save] to save and submit. Click [HX7H Cancel] to cancel adding. Check registration,
click [4#5 Edit], and click [fR1F Save] after editing. Click [fif|& Delete] to delete the registration
information. Click [5H} Export] to export patent registration information.
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5.3 Publication registration

Description: Register a work.

Instructions: Enter the publication registration interface, click [#734 Add], fill in the
information and click [f*f Save] to save and submit. Click [H{7H Cancel] to cancel adding.
Check registration, click [4m# Edit], and click [f#fF Save] after editing. Click [Mil% Delete] to
delete the registered information. Click [5H Export] to export the publication information.
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7. Graduation and Degree

7.1 Mid-term examinations

Description: Fill in the mid-term examinations of the thesis, and register the progress of
thesis writing and the published paper.

Instructions:1. Enter the page of mid-term examinations, and fill in the corresponding
information. Click the button [Save 1] to save the information.2. Click the button [Select 1% %]
of published papers, check the published papers that are applicable to the applied degree, click the
button [Batch selection #t #1%F¢], and select to the mid-term examinations (Note: Approve here
only: the affiliation of the first author as Hohai University; the supervisor as the first author, and
the second author as the applicant).3. After completion, click the button [Submit %] to submit
the application. Wait for the approval by supervisor and the relevant dean of the college.
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7.2 Paper pre-review application

Description: upload the thesis for pre-review and check the reviewers’ opinions.

Instructions: 1. Enter the page of pre-review application, and fill in the corresponding

information. Click the button [Select File 143 fF] to select the thesis for pre-review. 2. After

saving, click the button [Submit $£%Z] to submit the application. Wait for the approval of
supervisor, and check the corresponding revisions.
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7.3 Pre-defense application

Description: register the participants and content of pre-defense.
Instructions: 1. Enter the page of thesis pre-defense registration, and fill in the corresponding
information. Click the button [Add #73%] and fill in the participants ‘information .2. After saving,
click the button [Submit $2£%Z] to submit the registration information. Wait for the approval of the
relevant dean of the college.
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7.4 Personal profile

Description: Modify personal profile information.
Instructions: Enter the page of personal profile and fill in the corresponding information.
Click the button [Save f*f¥] to save the information.
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Personal profile modification

7.5 Paper review management

Description: Used for students to fill in the paper review information, upload the paper for
duplicate checking, and submit the paper for review. (Remarks: Master students: full-process
operations 1-5; Duplicate checking process: submission-supervisor review-department
review-graduate school review (training office). Doctoral students: operations 1-4, rechecking
process: Submit-Supervisor review-In charge of leadership Review-Graduate school review
(degree office).)

Instructions:

1. Fill in the corresponding paper information in the paper review management page (the
required items must be filled in as required, otherwise the submission cannot be saved). After
filling in the basic information, click [£#¥ Select] and select the duplicate check/summary file
(Note: the duplicate check file is in pdf format, and the summary is in txt format). After selecting
the corresponding file, click [f£1F Save] to save the filled information (if you need to modify the
uploaded paper, re-select the file and save it). Click [$#2£%Z Submit] to complete the application for
duplication check .Waiting for Master's degree: Supervisor review, first department
review---Graduate school review. Doctor: Supervisor review, first department in charge of
leadership review—Degree office review. Feedback on the results of the department review)

2. If the teacher/college fails to pass the review, you can modify it after rejection (see the
reason for rejection), save it and submit it again (if you need to modify the uploaded paper,
re-select the file and save it).

3. If the duplicate check is approved, the duplicate check result will be returned to the system.
You can check your duplicate check results in the position. If the duplicate check result is passed,
it will automatically sign up for random inspection (doctors will automatically enter the list of
submissions for review blindly, and the papers will be submitted for review; master's random
inspections will be sent for review). At this time, you only need to wait for the college to report
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the random inspection list, the graduate school will release the results of the random inspections,
and return the results of the random inspections.

4. The re-result fails (the doctor rejects the re-upload and re-checks the re-check, the master
executes the prescribed operation). According to relevant documents of Hohai University:

1. The total copy ratio of the entire dissertation is less than or equal to 15%, and the
application thesis can be directly submitted for review and defense.

2. The total copy ratio of the entire dissertation is between 15% and 30%, and the students
will submit the application thesis for review and defense after careful revision. The revision time
of the dissertation shall not be less than two weeks.

3. The total copy ratio of the entire dissertation is between 30-40%, and students must
make major revisions to their dissertation. The revision time of the dissertation is one month. After
review by the supervisor and the college, submit the application paper again for review and
defense.

4. The total copy of the entire dissertation is greater than 40%, and students must make
major revisions to their dissertation.

The dissertation revision time is three months. After review by the supervisor and the
college, submit the application paper again for review and defense. The system will determine the
corresponding modification time according to different weight checking ratios [ Ui 6] )\ 2 5
J st (] 2562 the modification time is calculated from the time of checking the feedback]. If the
thesis has indeed been modified and participate in the registration and sampling, you need to
download the feedback form (dissertation double check result and handling opinion feedback
form). After the supervisor and the department review and sign, and agree, upload the feedback
form attachment in the system. When the attachment is uploaded , you can click [#} 4 ik
Registration Sampling] to voluntarily register for sampling. Wait for the final review of the
department and submit the sampling list.

5. If you are selected, please upload the random papers according to the requirements [ 45 1%
TEFHATFE IR &5 R 28 — K N 2F = &5 A7 must be before 3 pm on the second day after the sampling
round]. About 45 days, enter the system to check the paper review comments.
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7.6 Paper review application

Description: Submit a paper review application.

Instructions: Enter the application interface, fill in the paper information truthfully as
required, review expert opinions, and specific revisions. Upload re-comment texts and abstracts.
After verifying that it is correct, click [f#fF Save] to save the filled information. Click [$2%2
Submit], submit the application, wait for the tutor, and the department to review. Feedback can

also be checked on this interface.
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Re-evaluation application

7.7 Paper Appeal Application

Description: Submit an appeal application for paper submission.

Instructions: 1. Enter the appeal application submission interface and fill in the reason for the
appeal. Click [f&1F Save] and then click [$£%Z Submit] to submit the application and wait for the
tutor to review. 2. After the instructor has passed the review, the expert group's opinions will be
summarized and converted into a pdf file, which will be uploaded to the system. Wait for

follow-up review after uploading.
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Appeal application

7.8 Degree application

Description: Submit an appeal application for paper submission.
Instructions:
1. Enter the interface and fill in the content as required. After filling in the basic information,

click [frR1F Save].
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2. Click [ 3L Select File] and select the pdf format of the conference paper. Click [ L f%
Upload].
3. Verify the thesis and fill in the information, click [#&%Z Submit] after confirming that it is
correct, and submit the degree application.
4. After the review is completed, you can view the tutor's comments. If all audits are
completed, they can be placed on the list of meetings. Waiting for the meeting.
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7.9 Student Degree Application

Function description: Fill in the research results of the thesis and upload the thesis.

operating instructions:

1. Enter the degree application interface, as shown in the Figure7.9.1. Submit the
research achievements of the thesis. Click on "% X {4".Choose the thesis and click
on “_F{%£”, as shown in the Figure 7.9.2.
2. For master students, click on "{EFRIF{ZE" to select the degree application.As
shown in the Figure 7.9.3, click on “¥%&#F & R X/EZFALER”, Click to enter my

papers and other achievements registered and reviewed by the Scientific Research

Management Office.Click "#t &% %" and click on the upper right corner when the

selection is correct. (Results shown here are fully approved by the audit, if the audit is

not completely completed, it cannot be selected, as invalid data.) . After completing

the application, click the "$23Z" button to submit the degree application.Wait for the

supervisor’s and college’s auditing .
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Figure7.9.3 Master of Science Information Selection

7.10 Thesis Archiving and Uploading

Function description: Upload archiving thesis, it can not be modified after uploading and
submitting !
Operating Instructions:
1. Enter the archived thesis uploading page, and fill in the corresponding thesis
keywords and other information. After completing the form ,Click on “{R7F”.
2. Click the "#EFFEX{4" button of each type. After selecting the corresponding file,
click "REFIL X EZIS A" Click the "}£3" button after confirmation.After the
submission, the supervisor and the department for review.
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