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Providence University Office of Academic Affairs Announcement

Add.: 200, Sec. 7, Taiwan Boulevard, Shalu, Taichung 433-01,
Taiwan Officer: Wei, Yu-Shao

e-mail: yswei@pu.edu.tw

Phone: 886-4-26328001 ext. 11115

To: All Fresh Graduates, Department Heads, Advisors to Seniors, Dept. Secretaries

Date: November 252024

Ref. No.: Jing-Jiao-Jung -11300076

Priority: Regular

Classification: Regular

Attachment: 1.1131 Graduation Procedure for Fresh Graduates; 2. 1131 Graduation Procedure for Graduate
Students; 3. Graduation Procedure Flow Chart

Subject: The enquiry and printout of the graduation procedure for fresh graduates will be processed

online. All fresh graduates are requested to follow the instructions accordingly.

Descriptions:

1. Attached please find the Graduation Procedure for Fresh Graduates of 2024-25AY 1% Semester are
detailed in the attachments.

2. All graduates should go to the credit worksheet system to verify their graduation status and the total number
of credits earned have fulfilled the graduation requirement.

3. Before claiming your degree certificate, bring your Student ID to the Div. of R&C (2F, BK Hall) or Luking
Library (2F) to have “EXIT” stamped on your ID. When returning the procedure form, show the Student ID
with the EXIT stamp; the card will be returned upon verification. The graduation procedure is then complete.
The Student ID card will become invalid simultaneously and will be regarded as a general bearer card. For
the students who have lost their Student ID, please log in to the Student e-Ticket Loss Reporting & Refund
System on e-Campus to fill out the Lost Report, take a screenshot or paper copy of the successful loss
reporting and bring your personal ID for processing.

4. To set up a non-institutional email address, please go to e-Campus Service = All e-Campus service =
Academic Affairs = Student Personal Data Confirmation = Personal Data = Second Backup Email (Non-
institutional Email) and enter your Non-institutional Email address. It will become a valid email address
after verification.

5. Log in to e-Campus = Systems = Academic = Printout of graduation procedur e—> fill out the form and
the alumni development survey.

6. Before you claim your degree certificate, be sure to log in to e-Camus to print the graduation procedure form
and transfer out your personal information in e-portfolio, portal, and cloud. Once you have claimed the
hardcopy of your degree certificate, you no longer can log in to the University system. If you fail to claim
the hardcopy of your degree certificate before February 3, 2025, you no longer can log in to the University
system.

7. The signatory units include: Attending Department Office (exempt for undergraduates); Cashier; Div. of
Career Development; Office of Military Education (exempt for undergraduates); Luking Library; Office of
International & Cross-Strait Affairs (limited to Overseas Chinese Students, Mainland Chinese Students, and
International Students); Div. of Registration and Curriculum. If “Stamp Free” or “Completed” is marked in
the system, no signature from the unit is required.

8. The students who have completed all credits/professional programs, please go to e-Campus Service = All
e-Campus service = Academic Affairs = Application for credit course certificate to download the e-file of
your Certificate of Program. After the Div. of R&C recorded it in the enrollment system, the download
service will be provided by the Alumni Service Platform.

9. Once the printout of Graduation Procedure (University copy) is made, Luking Library will terminate the
library service simultaneously.

10. Effective the 1% semester of 2021-22AY, the University issues Digital Certificate of Degree. After graduates
complete the Graduation After the students picked up the hardcopy of their Certificate, the Digital Certificate
of Degree will be issued starting on the next Thursday and Friday after the deadline for teacher grade
registration. All graduates are requested to provide an active e-mail address for file transfer.

11. For the detailed information on the Digital Certificate of Degree, please go to the Div. of R&C webpage -
Graduation = Digital Certificate of Degree.

Original: All Fresh Graduates, Department Heads, Advisors to Seniors, Dept. (Institutes, Program, Centers, Offices) Secretaries
Copies: Luking Library; Office of Career Development and Industry Facilitation; Office of Academic Affairs; Div. of R&C; (OITS) Div. of Administration
Systems; Cashier’s Office; Div. of Student Assistance; Div. of Student Housing Service; Office of Military Education; OIA
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