
研究生自助服务终端使用说明 
Instruction on Self-Service Machine for 

PKU Graduate Student 

 

一、 在校生 Current Student 

校内门户认证：输入校内门户的账号和密码登录，可办理成绩单中文

件、英文件，在学证明中文件、中英文件，奖学金证明（在学期间中

英文在学证明首份免费，在支付界面请勾选折扣优惠）。 

Click on 校内门户认证，log in with student portal account number and 

password, and then Transcript in Chinese, English copy respectively; 

Certificate of Enrollment in Chinese, and in both Chinese and English; 

Certificate of Scholarship services are available.  

For Current Student, first copy of Certificate of Enrollment in both Chinese 



and English is free of charge, please check 折扣优惠 when proceeding 

to the payment step.  

提示：请使用校园卡或银行卡自助缴费，若需签封请联系研究生事务

中心（105）的老师。 

Remind: Please pay by campus card or Chinese bank card. If Seal on 

Envelope is needed, please see the staff at RM 105-New Sun Center. 

 

 

输入账号和密码后，点击“开始认证” 
Type in Student Account Number and Password, then click on 开始认证 (start) 

 
个人信息核对无误后，请点击“准确” 
Verify Personal Information, if correct, click on 准确 (correct)。 



 
选择所需打印的文件及份数，点击“结算” 
Choose the type of document and how many copies, then click on 结算（pay） 

 



在学期间中英文在学证明首份免费，在支付界面请勾选折扣优惠。选择缴费方式：

银联卡/校园卡，进行缴费操作 

For Current Student, first copy of Certificate of Enrollment in both Chinese 

and English is free of charge, please check 折扣优惠 when proceeding 

to the payment step.  

Choose the type of payment: by 银联 （union pay card）or 校园卡 （campus card） 

 
支付成功，待打印任务完成后，取走文档。 
With successful payment, pick up the printed documents.  



 

样张 
Sample 



 

 
二、 毕业生 Graduates 



证书认证：输入学号和毕业证/学位证编号后 6 位登录，可办理毕业

证明/学位证明中英文件、成绩单中文件、英文件。 

Certificate/Diploma Verification: type in the last 6 digits of the number on 

Graduation Certificate/Diploma, and then Graduation Verification/Degree 

Verification in both Chinese and English, Transcript in Chinese and English 

Respectively service are available.  

提示：请使用校园卡或银行卡自助缴费，若需签封请联系研究生事务

中心（105）的老师。 

Remind: Please pay by campus card or Chinese bank card. If Seal on 

Envelope is needed, please see the staff at RM 105-New Sun Center. 

 

 

输入学号和毕业证/学位证编号后 6 位，点击“开始认证” 

Type in the last 6 digits of the number on Graduation Certificate/Diploma, 

then click on 开始认证（start） 

 



 
个人信息核对无误后，请点击“准确” 
Verify personal information, if correct, click on 准确（correct） 

 



选择所需打印的文件及份数，点击“结算” 
Choose the type of document and how many copies, then click on 结算（pay） 
 

 
选择缴费方式：银联卡/校园卡，进行缴费操作 
Choose the type of payment: by 银联 （union pay card）or 校园卡 （campus card） 
 



 

支付成功，待打印任务完成后，取走文档。 
With successful payment, pick up the printed documents.  
 

 



样张 Sample 

 

 



研究生事务中心 105 联系电话：62748932、
62757190。 
Contact: Rm 105, Graduate Student Affairs 
Center, New Sun Center, office number: 
62748932、62757190 
欢迎使用 新太阳学生中心一层大厅 2 台 研

究生自助服务终端机 
Hope the two Self-Service machines for PKU 
Graduate Students located in the lobby of 
New Sun Center could be helpful. 


