Login to the SSO system and find the online approval system.
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M Personnel Department ¥

(] Accounting Office ¥ © The online document system has 2 pending tasks, and there are still 894 unread items on the bulletin board.

& Academic Affairs Office ¥
© There are currently 0 pending item} in the online approval syslgml to use the attendance system, please

B Student Affairs Office ¥ click the "Online Approval System” link J.
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# Library and Information Dg tetimeasststantivegistrats . .

# Office of International Affq
© The online course completion verification system has 0 pending verification items.

B Industry-Academia Collabd

@ Environmental Safety Cent ° No pending repair orders on 3 . 2
B School Fund Audit Report

Select “attendance”

Return to homepage Process Operation

Frequently Used Menu

Process Name
Work Name

Work theme
Quick Start Process/Application
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*The order can be changed by dragging” Work tracking list

W Add to my favorites serial number Process Name Work theme Delivery time (host time) state |stop

Select “Business Trip Domestic”
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Complete the online application form. Then, press “submit”.
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1. Purpose of Business Trip

2. Business Trip Location

3. Relevant supporting documents
(If any transportation expenses, attendance fees, accommodation expenses (or accommodation
provided), or other related expenses for this business trip are paid by external organizations, they must
be clearly specified.)

4. The period of the Business trip

5. Explanation for Late Submission of Business Trip Application
(In accordance with personnel attendance regulations, business trips must be approved in advance
prior to departure. If the application for this business trip is submitted after the actual travel date, the
reason must be clearly specified.)

6. Funding Code

7. Planned Transportation
SKE Train, JSEE Car, /58 HSR, FRet flight, Mfificl Ship, fi#E MRT
**Please select the expected mode of transportation. If you may take a taxi, don’t forget to select “}5 i
car”.

8. Reasons for taking a taxi (Limited to 400 NTD per trip) *%¢Submit receipts for reimbursement
According to the regulation, when employees of public or private companies travel to a specific area,
they may not claim reimbursement for taxi fares, except when such travel is necessary for business
purposes and has been approved by the relevant agency.

**If you may take a taxi, you have to fill reasons in this field.

9. Deputy

**Faculty who serve as the administrative position must assign the deputy to cover for them when they
take leave.



After you press the “submit” button, you can preview the application form. If everything is okay, you can
press “confirm” button. If you need to correct some places, you can press the button of “return to the
previous page”.

Please note that the system will check the academic office system and inform you if you need to provide a
course make-up plan.
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Confirm

If yes, the system will ask you to fill in the course make-up plan. Then, press the button of “Next Step”
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Course ID, Course Name, Course Time
Make-up class time

The classroom of the Make-up class
Remarks/Notes

** Class Hour**
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A 7:00~7:50

13:10~14:00

18:20~19:10

8:10~9:00

14:10~15:00

19:15~20:05

9:10~10:00

15:10~16:00

20:10~21:00

16:10~17:00
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11:10~12:00

17:10~18:00

1
2
3 10:10~11:00
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B

12:10~13:00




Then, you can see the Mak-up class schedule. Press “Save”.
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After you press the confirm button, the screen will show this.
The words is telling you. You need to go to the “Process Operation JFiFfZ2{EZ£” and find out your

application draft and submit it.

Return to h \ Pr Operation attendance \
= qE AL E A E A
> =
O P b {E RS
O xEy I 125 e’:méﬁsz—sﬁi*\i)\;ﬁﬁﬁséﬁ;&;ﬁ -
®© s ] P PABL A N R de L SE AL 1 X HL -

«FHTCBFRA - 2026/3/30 12:45H

© zmn
© amiem
“ hosE
@ thre (CRELP)
=
© EmERFEE)
B AEE F0 R AR S0
2 ows ok a0
© EFER e

>

- feIPtnige
@ = £
[N ]

S A I EE ST K
Eretnse

Gotothe “Process Operation JRFE{EZE” and find out your application draft. Then, open the draft.
1->2->3
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If you would like to provide the supporting document, you can upload in this webpage.
Find the Green button and select the file. Then, press the blue button to upload the digital file.

Then, press the “submit” button.
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Select the file.
Then, you will see the file name on it.
Fill in the notes for the documents.

Press the Button to upload the file.
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If you would like to download the file, you can press this button.



If you would like to know your application status, go to the online approval system.
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M Personnel Department ¥
® Accounting Office ™ © The online document system has 2 pending tasks, and there are still 894 unread items on the bulletin board.

& Academic Affairs Office >
© There are currently 0 pending item in the online approval syste nl to use the attendance system, please

Student Affairs Office ~ i ul i "
B Studen alr: ice click the "Online Approval System" link ). Py
™ General Affairs Departmen
) ) © There are currently 0 pending tasks_in the part-time assistant system and 0 pending approval tasksin_the
# Library and Information D act-tima Jstantregistrationsaystom

# Office of International Aff;

© The online course completion verification system has 0 pending verification items.

B Industry-Academia Collabd

@ Environmental Safety Cent

© No pending repair orders on the e-service management network
B School Fund Audit Report

Select the ”Process Operation Jif2{EZ” and find the “Process Tracking Jfif2iBHE”.
The select the period to search your application. Then, you can find the status.
1->2->3->4->5
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