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-16090 -1612:0 3 2 & Bz7E o
0 0 101823
22
73
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System Login

= Official Backend URL : https://enroll.wzu.edu.tw/manager/

Click " & A/Login .

System Login

REHEAEHEAR

EEEEA

& 1RE% / Usemame

Account: Staff/Faculty ID Number
s =e o Password: Same as the School Information System

5 &4 #wABEE

HEERENRESR

A /Login

79

= Wenzao Homepage — Quicklink — Online Enroliment System

B L quicklink

B SRR

EHEERR

SCEERBEE

HER

BELS
TE - EBOFEEEERR
ZEEIEEEEAR

= Once login the Online Enroliment System, ‘Management Backend' (321Z{E3£/EI2E ) is on the top right.

EREnEEzs 03B EPER SREE/EEgE 2R 24

80
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https://enroll.wzu.edu.tw/manager/

SRR R R R = mEER /) zasE (@ 93172 (HOX)

Z#)31% X . .
You can see this page once you successfully login
e BRI FERE st HIE
(HEEWFRIET
W1 LEEREASNE  WE HNBRTLEEEE  BHP ohh2@a
SERBEBHE
HSSaSmEETE it FRRPLHEEE  Bae ohha2a@a
ERRSHANEIRR e RREROD ¥ = 2t r2S@EA0
Eif;*mﬁa‘%@ ma BREEE) FiE wE AP [ 1 - 1Rl
i;gfffg%* 2B g R wEE B htr2SREET
Event : 2 wa BEELHEREEEE  BHP oh2B T
Organizers
el S e 2- Copy W yutLEREEEE  BHP oh2B &
list on the left. a wE yEPIHEREEEE 5 2t r2S@EA0
c e yEEIHBREEEE BT oh2@da

202101123878 Bl SMHEE BREE(EE) wEZ

FAhtry2S@Ea D

Certificate Module Management




Creating a Certificate Template / Background Image

1. Please create the certificate background image first. This background image only

needs to be created once. If there is a change in unit heads or supervisors, update
it by editing the existing module.

2. You may use image files containing the supervisor's handwritten signature.

3. Scan your unit's official round seal into an image file, or download it from the
shared Google Drive link:

https://drive.google.com/drive/folders/14ukSxo9ITIJbTA6eACbj70j6jQ9S3D3x -

4. Go to Certificate Module (F8Z1%4H) — Click Add (FT18).

83

XEEMRERG = =0EE / 22 (@ 100196 (2O#E)
BN
I s Click on Certificate Template
B
BEEASE B BE
BRI
2020103088 TR R P LB TREE gEE
W 2ERE

Go to Certificate Module (75 =124H)

0 -

84
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https://drive.google.com/drive/folders/14ukSxo9ITlJbTA6eACbj7Oj6jQ9S3D3x

Click Add (FT1%)

s Hitg mEEA

EEEARE Ebivi

202010307802 R .0 HIEEEHES

L
i3

:
i

123 HRE

BEERBRTABIERAAFEHZET . N179px x 1122px - 595px x 8420xEE..

ELEEXH  EREE S

B H

SEb
"
5

BE

BE

Gilcd

Gilcd

I
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TR ZRRE . ERHBEUSEEEEE

EERESE

ERE  ATEAHEUSREME—REEES - 4l 1 20210201 BEEHEE HigE

L il

[0794px x 1122px ~ 595px x 842px=..

BEEELE AT

LSl ERLExE

BE

4

1848 HEMSER Pl EFAKIN !

Registration Form Management
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The system provides 2 default form templates that can be used directly
(they can be copied, but cannot be deleted):

1. Default Registration Form

2. Form with Meal Selection

MRENRERG = z@Em mEzE (@ 93172(E0%)

EHEE
B
[E=E

© @
© @l
© @
P RRFLHEES (NP i)
) Fii LoNEW i)
[ o

89

Eye Icon : Preview form fields and layout
HWEREH #iE

sRERE o
fi/Departm

ent title

#E/Name

1ERl/Sex

S135l/Cate
gory

#ES%/Accoun
t

90




Copy Icon: Duplicate an existing form to quickly start a new draft
HEREE #IE

ARTE
BREE(ZH)
BREEME)

=EEy

ZEERE  null-Copy Type in the new event title

REEE

91

Notes:

= Add a new form only if required registration fields are missing from
the default form.

= In the new system, a single registration form can be reused across
multiple events.

= Use the above steps to duplicate the default form and make your
edits.

= Custom forms created by a specific unit can only be edited or
deleted by that unit.

92
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Personal Data Consent Form Management

XEEHHB AR = EzRsE

B= g SR T EEEERE)

Download the official Personal Data Statement template
CEEE L provided by the Secretariat. Tl

BEEn
Click on “Personal Data Consent List” (A& [E &%)

47



Modify the highlighted red text ARUERNAABAL (RFHBAL) BoMRABAAEM AL QBATH - o
accord|ng to your event or un|t FHEE THOME EREAATHS AFECHR - SRIRERTARAE AN ERLEE
HERHRE - TEAB R ERNEHEENEARNR SRR ZRAENTZAMANEREEERSE
EARESE  FIEHE THEME, > ZLELLE THOHE ) BREEATH  RAGLREEEAREA
2 FE BFFUAFARARL -«

requirements, copy the full
content, and paste it into the
system consent form content
field. — - EAEHLRE - EHAKE-
L ABAEEWBAATHATERE "EATHAER, AANEAZART B [Brani
EH] > AT - AEAFAGOEATH o
2 HREERALE - RFAEESEATH -
5 ARBRAEHAELELOEATHARES B MEFX(TH - EMaDEGRER » 4473
)
4. ZEHEAEHAEMES  FEHOARYHEL > BRRB LS - RFRRE -
CEERMEN AT SHARRERARELOTH LB AMES - -
6. ETERYFRA TRAFHEEE,  REHEATRTRATER o
FREHEMTF - QULHLA - Q) SLHALEE - () BRFLESE  RBAAA -5 H £
ERARRTRHRERHALAL  AIFERZ - ZEASFT L ERAS  SELin [Brigdisd
B 2BAETHGEBSEoBE S AR Y - EEH E EHHA - AEHE ALY AREF
AfEMBERE -
— -~ HEEATHzZA®H-

. AEABTEAAXLEETREBEFGATHERL  ELFAMARDTAELHBATH -
25 B EATHEAF RS EHARAEHE QAR KM FAEATARREOERRAE BT

v

Add new form

s PRGBSI

EERESEE #R{E




X

g
EzE==sE Name the template clearly by Unit or Event Name
for easy identificationin future events.
[ = B E B « o -
B I USx x|L|&=:= iz = === MEHE=Q
= - | = - = S -5
2 Paste the modified text here.
ErR=EnE
body p
BuASERS!

Event Creation
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SGREER R R M = =Z@EE / Znnm C® 93172 (BO%)

ZERA x) (BEZE <) [(E=REE ¥

23 gz | #m
BERE EtE e

HERECLEETE  Buo oha2@a

JMBECLEEEE  Bud oh2@a

wEE RS htrnnS@ET0

EEE Bt raS@EAT

BFozE wEE RS htrnnS@ET0

z wa BRPLTERRSEE  Bae © gy 22 &l

- Copy nE yE L TERSEEE e oh2z2@B &

R e SETLMEREEEE  AEE Bt ra2aS@BEADT

c #E BB LRERREEE  Suo oh2@a

20200112858 FETEE e Bt r2S@EE D

® @
4 EREATED SE" : ARRER
SHB— . EEMELRES

FEEREET  gEs

*EEETRE

*Fields marked with an asterisk (*)

EERDEETEL W TRAL SRR :
are mandatory.

1. #ESE | SXREE 2. FEEE  0000CEE

*For Faculty Communities, follow
CEMEM | ENE SRR the designated naming rules and

create events individually.
HEERBATBNET

m:TENEABEESHETEHEE
FEEREES+BRES+ 2RSS

0 RSN EAEREENER R R
100



* EENEER

1 BHES BRI BREARNEE

2. FRERS(ERE)  HAENETRREY UERE  S4ZF=g2

3.TE  #E - TEpExemrEsaEnEssy | Frequently Used Option:
Lectures, workshops, teacher learning communities,
4. 2 : BERERETHSH DLED and other training events.

EENRAE

EEARUEEMWNE  BELEERE A EHINES  ERERUEWE A TRETE(ZREE) FEaTREE:

101
a1 BRG oo N@EE QN B
BIS I =33 #|vles=s=-s
I - | ' - == - | Fun - A-B-?
You can copy-paste descriptions directly from Word file.
rEER Upload promotional banners/posters here.
BB R TH350px * 200px
EERS RERTHABEEL000p . BETE
102
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14:30
o
2021 ¢ 12
_ 1 13
1 14
15
5 € 16
2 1 -

26 27 28

MOCEHEE

Set Event Start/End Date & Time.

>
28 BT
29
30
31

32

103

FHNREFROEEFREEEREE LS EnaainER

2020% 12 R
- = m
1 2 3
8 9 10

15 16 ‘i’

22 23 24

EEREEHEREE 2021-01-19 14:30
EgsmamEg | 20010119
€« <
a -
AT EE
N 3 4
Elf=El =l
10 11
EEREERRIE 17 18
24 25
BEEE
31
Eeu )\ BMEE
BN YR H B 2021-01-19 14:30
EEERAERES 2021-01-19 16:00
El=yNGI=E: 2n20-12-171
LY
BIAERYHER
B —
EEREERIIE
6 7
REERE
13 14
N 20 21
EEFR
27 28

29 30 31

Set Frontend Publishing Date and Expiration Date
(itis recommended to set the expiration date

to

bl
4

11

25

the’end of the academic year).

7N
5

12

19

26

104
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1. Select your Unit and the prepared Certificate Template.

. For Certificate Serial Number Prefix, enter
Wenzao + Unit Abbreviation + Cert. Type’
(Do not enter issue numbers like 'SEXXF55;
the system auto-generates sequential numbers).

EEF (110) FEXXX

EWASUEE  UOCEWET

BipEzx  PEREE 3. Select host country
EEERES 4. Select language
EEN S 5. Select acutual Venue

EEPE IR 71205 - {ERE -

105

BRI 1.5 + 6. Set Event Hours in increments of (30 min.).
If under 30 mins, round to an integer.

HWMBBEHNEmMail  fd3002@mail.wzu.edu.tw

7. Set Notification Email

INEZE email ELEEFES (defaults to creator's staff email)

il

LEFRAZ 10 + 8. Set Participant Limit.
FEEER EAGHNRESHER 9. Select the appropriate

Personal Data Consent Form.

10.
=%
106
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L @ ®
B AERAET

L= W AEEE

107

PEEQ
EEARE
Relevant data from Step 1 will be auto-filled. Please confirm again.

REEEE

EENTES

1EREE

BEAMCB/RERR | BEEE S 2912 Please enter contact information (e.g., Name + Mr./Ms.).
EIEREE
EnEEEs
EOEY
FENE  pypram i 5 i 2B i
sEEs
cEmE EE Upload attachments (Agenda, Call for Papers, etc.).
Wtesee
= || ==

108



1 {2) 3
SR EIERER HE_ aENED B

N

= . HamimER

CEHERE

HEBEBERE

HEAERERY

SLRTEUH IR S

EUSCHSSERE | HBEETEE(/Department title @
2,

HEPLMTEAREERS

Select the Registration Form.

EREAREREE Bl THSEEY ) ENFEREETJEENTRE -

&

e

30

2021-01-12 00:00

2021-01-25 12:00

EEE MEREHE

st

ind

AREARERL

ERESHFHET | FE S

=8

Set Registration Start/End Time
(Must not be later than the event start date).

B2z  NOUHEZEREE -

=
=

o BREETHEEREE (&, -

109

Please set the frontend display fields for the

registered participant list.

TRmREEDELRRE IR BREQ

TEERER #E8 -

EBEAES ELRE t3

EEFE t+ 34
BETEH 34
SHzzE T4
ZHEIES| t3
tHFEE T4

REHE t 3

Department title @

stegory @ #E/MName @

If you need to generate sign-in sheets, you
must set which registered participant fields

will be shown on the frontend.

Please set the frontend display items.

EERRECRASERESEEIEE -

110
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I

BRITEE| O =

Z@EES| fAR

BEWH ) BE CBEE(EIRPDFE)

QRcodeZ4E

MNEEAQRcodezfE] » EEREQRcodeETE
BIEEEEE = & . . .
e o Copy and paste this URL into email

notifications as the registration link.

EEIRTEEIE  https://enroll.wzu.edutw//WZActivityFront/#/Activity/Detail?ld=1200

- 111

g
it

After saving your updates successfully, you will be able to see the created eventin the list.

EEEE EENER HERE

FzAR AR B
CERWERK. B gue FEREE N . —
mnmms o= =5 R B htr2S@BET0
[y =Freyasut T 2= ||| 4 23 ey o4 an * o. 20 =% '—I m
1221855 S e NBHBISETE B8 R ht+22SR@BEBEED
AR E I ST REREGAEE R RS htraaES@BEAD0

112
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Copying Event

Use 'Copy Event' for recurring or batch events to save setup time.

EHEE EENER HERE BHRE e
EmEERG, W REeLFERRE s . -
HtlERe i *H R Bt r2SREG|D
1N HES B E RERENGTAEE  ERE LIPS [ -~ 2 m
MBI SiFEE NEHBIGATE  SEL I S [ - €1~ |- RE1li]
weEn . (1]

EBEE TERRERN . HEIERE - 8%

114




Use “Edit Event” to update event time and other details.

EHEE EHIER HERE B i

%jiﬁi‘% = i?‘m%m% =B Bt r2aS@EESD
%5222%2:2 e i?ﬂ‘mgﬁmg HEE g8 ah +ra2ZS@EBOIO
Y 2

020121EHHE  SEFHE maEE = B htr2S@BEATT
ABHEIIE E REHEIISEER  mEE B Mt ra2aS@EaD

115

Editing Certificate Templates




XEZEBEERYE | = SOEE/ z0Hx C® 93172 (B0

EgEE ZE84 <) (W2ZE x| (BER=E x

W EEAIER

C|ICk the Envelope Icon
to edit certificate draft content and verify SIgnature/stamp alignments.

ERER HERE FRRE i
wa FOMBRPLEETE B o122 @ &
wE YTHESLEEEE  Bue oh2@a
ST T B4R wE S ra2aZS@ED T
wE BEEEHD R wE LIPS T B0
wE BFozE wEE RS htrnnS@ET0
z wa BRPLTERRSEE  Bae © gy 22 &l
- Copy nE YEPLTEAREEE  Beo oh2z2@B &
R e SETLMEREEEE  AEE Bt ra2aS@BEADT
c wE HRPOFEAREEE  Bue oh2@a
2021011285815 EEHE BEEE(EE) e B r2aZS@E2A 0
RERRS - EER4RAZBFE-£ETeEE BN X

ENMERE IREENEREL RIS SNEENENEETH

EWRSE ERER EEES B E

, HemERE [—REnea N
EHsEERE mE .

AEEES = %ﬁﬁﬁ  ESHEREReE) /

EHEBAEE UFRREIEE .
FEBERAES ETRAESE FATEBEBEUTEFER B P4
ShEEERTH®]
[GEENEREEA ] BT S %n

T 504 >
BN et ame » ITEEEEE V4

118



EREE

st

Hat

Font sizes for the event name and organizer name will auto-adjust.

zgzeEEzE No manual setting is required.

EBDERERE [ HIDLHAZER  EBUHERESH]

XDHhEEE « .| e ™ EmEQ Y P EE
B I S|L|:=:= i == = =| &t - | @\ L =m . 4
A-B-? .
W Ycmname B H o AK EMZES) - A
16
FE 4 |Yinane 18
i | G _—_
14 Yactcg XPlease leave the sourge code unchanged.

body table tbody tr td table thody tr td table tbody tr td span span

Click 'Preview' to view the certificate with the background template applied.

HERIE R P o E4E

Please edit the template draft to adjust it.

119

The date should be placed under the round stamp. _/

120
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EfRSE EDZEEEE
ERIE ERZEEZEE [WENZEEER AEOEERS2E]

ERNE B R @ G-lo= M~

B I §|L | = Y = = =

¥+ 3 B F%actenddate

Use Enter or Delete in spaces to adjust, then click Preview to verify.

body p

e

Manual Registration &
Participant Management

121
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Click the '+'icon to manually add participants by entering their Name or Staff/Student ID (one at a time).

EMEE EIMER HEEE Bk .
CEEBERG, i BEeLFEREE . . .
saEmE 7= =8 wE 88 /1l SRSEEAD
RS A% . —
FASFE R pians - CERHSRE . HEHMEE Bt 2SHEBEID
K
2020122 1% 8 -~ Bt 2S@EA0
REEIE B htr2S@ETD
Bs
# T
1 100196 EE=Sc

TP REE G IR
123

Batch Import/Export




Click here to check participants list.

EHEE EENER HERE FLHREE i
CEEMMERG, W HEPOHERRS N | -
samae =B wE B+ 2 Ek RESD
CEERERS, B R _
ElERE -5 8 B PEPLTERES  man St 2SEBEIG
Y =
2020122LE88E  =ERSE EaEE i Bt 2S@EA0
e BEFE RUNEIEREE B Bt ra2aZ@gEAO
125
N N — = 4 A | 8 | € |
SBEREE - TEMHRERM ., HEIRRE 1 [Accomt Mame
2 99398 XY
EAZEE x | 3]
S Download the sample file. > o
¢ [Fill'in Staff/Student IDs and

BEAZEERR ST EHZEERTEES

-7 Names, save, and upload

FNTC e g i .
- , for batch registration.
10|
Erenznn || Erens Ef
13 |
AR e Eﬁ
— HE|
: 5 |
WEFW  SERE  SEASR  EWAc ma/Na  Oew/D SBIC b e w16
epartme  ategory .
ount me n ailad 17 |
ss 18 |
1 wEEm  #mAE 100106 SEE 0 HEE 0 4EAE % 100196.. 2 +3/0
&ih0
126
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Export the Sign-in Sheet

Click here to download a Word document of the Sign-in Sheet.
SBEAREE - TEHHERS,

| T AEER A ) B

—
EHET= v SHEREERRE

T EE(E) | EaNeme | B | &5
Bz /Category
/Department
title

Ersszes H Een 1 wem 5ol | WRAR

BSOS TTAC

HEFSE SEKRE  2HFX RK/Ac BE/Na #hl/Sex  B#/E-m  RERR

ount me Ef:i:?e ategory ailaddre  prgREg RE
Ss
1 mEEm  22AE 100196 RE Hea HREAE % 100196.. = +3/,0
=Eh0
128
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E-Sign-In

EEEE

"EBRERE. B
BilsRE

"EBRERE. B
Bl - £ 1%
x

202012217501

REEIS

=1

EEER HEEE FERE ey

s i?‘m%m% B A T P
e RECOTEREL g = 7 W+
BiHE e ] w8 g h+
- 7/ h +

#HI/FE @ WA

e/ —FEER | |

=R

100196 = £ HIREIRIN!

HEIZTA

[ 3

[ 3
)

o
-

o0
a-

)

o0
a-

SREC

SRE

SRET
SRE

Click the Electronic Sign-In icon to check in participants using a barcode scanner or numeric keypad on-site.

a a

8 a8l
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Reports

Click here to view participant reports.

ENEE EBE HEEE Bt —
%jiﬁi%% S ii%mﬁ%ﬁﬁiﬁ% SRESD
%:52;2%2:2 wE i?ymgmﬁg wEEaO
. s
22012IE8AT  SEHHE marE =EEaO
mEinETE BEFE mEREISEEE wREaT
5%
HEOHEEGH) HEAMEEES)
WEIOBEE(EE) BIABRBE(EER)
gs

Click “search”

132
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REEBEE(F) REERERER)
FIEREERER) FIABBEEER)

BRWG (BEH)

st = @ E-mail @ %5 @ 56 @ SERE B @ W SRR
ere to see the participants’ Check-in Status

# e s B E-mail 15 86 sape  smsx  meEm | samm | sesm

1 st @EETR p— 24 S ?iﬁgﬁ

2 BEE wEE ¥ = 28 SEAR ileé/szng

3 wige ERFELH - B BEAR ?i(l)/ilei

4 EE sHE ‘ < n 28 SR e

5 mE EREEPL = 22 smAR LT

6 e wsEaa 20 smAm  ZO2AE

Approval Process After Event Completion




Update Participant Status for host participant(s)

SLERHRAE - sB s W oalE A W e = -
[ EwEnE || wiga . Select both options and then click 'Confirm Changes.'
| I |
== i ERAFUEESHELIEA) I
=m —
ELN _
l‘l/De.par #£%/Name EE;_ZWF/E‘ £ 5/Sex B1{3Bl/Cat  R3E/Accou Certificate
B 2EBEH BEFE tment title mail addre RE
- egory nt No -
A1D)3THH
1 o%2 BRAR  SoREC gwEET. EER 75014@m.. = anE 79014 (113, +3 .10

£

BHEIA 2M0A FEOA EEOA SEH1A

If the Unit Head / Project Pl attended the event, update their Participation Status to 'Host'
and Patrticipation Role to 'Host / Chair.'

135
Update Participant Status for individual participant
FER
[ ELSEEIRR l [ BASES }
REFH SERAE e v 1R 2 FRARRY RIE
1 BREN SHEAS 2 + 4/ ﬁ

&EE0

Select here to edit

136
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[ x B
e » FrEE EEsE
1ESE/Account | 100196 ZEjkE 28
Z/Name = BEHE 285, 2BHAE
HEGEHELY/Depa  HEE ERaAFEE 2
rtment title
2oEy 15
5f38l/Category = HIEAE
H#Al/Sex | %
RAZEFEE/E-mail | 100196@mail.wzu.edu.tw
address
28R8 - TIEERE R WEIGRFE
[ — H P—— H PA— ][ smme=wmz || automatically generate certificates for
'Participated’ or 'Host' statuses.
ZizE8
EranEng
1.Select all (T A
ag | =
fuw  smps  2msR WE/Ac  gE/Na  DSW/D SHAC o mE/Em
epartme  ategory ail addre
ount me nt title
ss
1 ea Z2EAE 100196 285 28 HEANE Tz 100196...

Adjust individual participant hours if necessary.

137

2. click 'Generate Certificate’ and the system will

A

t34/0

138

69



EHERIR
BEEE

[ ELSEEE H EASEE ]
=M/De.par % /Name EE%?W”E #8l/Sex B{yRl/Cat  WR3K/Accou Certificate
MEBFY .  SERE z2EET BEFR tment title mail addre =
s egory nt No &
(111)3EH
e -
2 g LN zﬁ;;; yaa szE 10019%6@.. % KEAR 100196 (11135 +43/0
%
1 = EEYHE S AEEEP. ERE 79014@m.. = BEE 79014 un%E. 4 o
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Click here to preview the certificate.
Edit the certificate template if needed.
CRUCIAL: Download the Host/Chair certificate

as it is a required attachment for approval process! '**

Submit for Approval
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Click here to submit for supervisor approval
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If any university faculty members participated in the event,
you need to submit the event for approval.

141

EEERETET 2021-01-19 16:00:00

Please click here based on actual status
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=fAtpE | Please verify all participant details and status. If incorrect, return to 'Participation Status' to edit.
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You can view the number of participating teachers and students in the event statistical report to
help you fill out the event performance evaluation form.
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/\ Important Deadline Requirement:

If any university faculty member participated in the event, the
approval process MUST be completed within ONE MONTH after
the event to protect faculty rights and official records.
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