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1. Login Student Homepage in DKUHub 
 

1.1 Student Homepage  
Access to the Student Homepage via this URL: https://dkuhub.dku.edu.cn/. This will land 
you to the Student Homepage with two tiles, which will give you quick access to different 
information.  
 

 
 
Click on “DKUHub Dashboard”, the Dashboard will take you to the pages that handle most 
tasks related to registration. You are now able to quickly access your student information 
and stay on top of important information related to registration. 
 

 
 
 

1.2 Student Verification 
At the beginning of each semester, the university will implement a mandatory 
verification/update of students’ personal information. A “Registrar Hold” is assigned to each 

https://dkuhub.dku.edu.cn/
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student for this “Student Verification” task. Without completing this task, students will be 
prevented from any registration activities.  
 

 
 
To remove this “Registrar Hold”, you will need to click on “Student Verification” under 
“Tasks” and it will lead you to a page where you are expected to complete a series of tasks.  
 

 
Read the “Introduction” and use “Mark As Read/Complete” or “Next” on the upper right 
corner to complete all the steps.  
 

 
 
The “Emergency Contacts” task is very important, and you should add your emergency 
contact information by clicking on “Add an Emergency Contact” and fill out the detailed 
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information. Name, relation, and phone number are required information.  Make sure you 
save the information before marking the page as complete.  
 

 
 

 
 
Move on to the “Duke Kunshan University Community Standard” page to check the box at 
the bottom of the page to accept the DKU Community Standard. 
 

 
After you complete all the tasks, the page will change automatically to your “Student 
Center”, you will notice the “Registrar Hold” and “Student Verification” are removed from 
your center. You can now proceed to your registration if there is no other “Holds” on your 
record.  
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2. Registration 
 

2.1  Class Search 
“Class Search” function allows you to search for classes offered by term. Click on “Class 
Search” under “Class Information”.  

  
 
On the “Class Search” page, you will be allowed to search for classes by “Search Criteria”. 
Click “More Filters” if you need to apply other search criteria. 
 

 
 
On the “Search Results” page, you can click on the “Section” column to view more detailed 
information about this class, such as class attributes, number of seats available, course 
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description, instruction mode etc. If you are interested in taking this class, you can proceed 
to click on “Add to Cart” to add this class to your shopping cart.  
 

 
 
If you have permission number to enroll this class, you can enter the number in this step. 
Click on “Save” to finish adding this class to your shopping cart.  
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You will see this icon next to this class as an indicator of this class being in your 
shopping cart. 
 

 
 
Please note adding a class to shopping cart doesn’t mean you have registered for the 
course.  Read further for additional instructions. 
 

2.2 Shopping Cart and Class Validation 
Navigate to the “Enrollment” tab and then click on “Shopping Cart”, you will be able to view 
the classes that you have added to your Shopping Cart.  
 

 
 
Check the boxes next to the classes in your Shopping Cart and then click “Validate” to check 
if there is any time conflict or pre-requisite requirement among the list of your classes.  
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After clicking “Validate”, the system will give you messages to let you know if a class is ok to 
add or has potential problems. If there is time conflict, you will need to go back to class 
search to add another class that has no time conflict. If a requisite needs to be met, you will 
need to choose a lower-level class. 
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2.3 Enroll in Classes 
 

2.3.1 Early/Priority Registration Window 
In order to maximize the opportunity for students to get a first-choice class in the 
registration process, Duke Kunshan University assigns each student an early/priority 
registration window to allow each student to register in four (4) credits first. Please consult 
your advisor or the Office of the Registrar in advance of your priority registration window to 
ensure you have proper advisement on course offerings.  
 
During this window, students need to go to “Enrollment” and then “Shopping Cart”, the 
page will show you a list of classes that you have already put in your Shopping Cart.  Since 
the early/priority registration window only allows for four (4) credits, you need to check the 
one class that you would like to register during this window and then click on “Enroll”. 
 

 
 
The system will give you the enrollment result. Click “Ok” to finish enrolling this class.   
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2.3.2 Regular Enrollment Window 
When the regular enrollment window opens, students can repeat the process to enroll in 
other classes from your Shopping Cart. If a class runs out of seats, you will need to add 
another class to your schedule.  
 
Always validate your schedule if you are to enroll in multiple classes. If the validation gives 
you no “Problem” message, you can proceed to click on “Enroll”. 
 

  
 
 

2.4 Drop a Class 
 

If you need to drop from a class, you can go to “Drop Classes” under “Enrollment”. The 
classes you have registered will be displayed here. Check the box next to the class that you 
need to drop and proceed to click “Drop”. 
 

  
 
 
The system will give you a “Success” message if the class is removed successfully from your 
schedule.  
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3. Delegate Access through “Manager My Guest Users” 
 Students can use “Manage My Guest Users” pages to grant access to designated user(s) to 
view relevant information. More details on how to set up guest user access can be found 
here.  
 

 
 

https://newstatic.dukekunshan.edu.cn/dkumain/wp-content/uploads/mainsite/2023/04/Guest_user_setup_instruction_for_students.pdf
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