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Login to the SSO system and find the online approval system.
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Select “Business Trip Abroad”
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Complete the online application form. Then, press “submit”.

You can find the meaning of each item in the following page.
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8.

Purpose of Business Trip

Business Trip Destination ( city & country )

Select the item first, and then enter the city & country in the field.

(If you are planning to travel to China, Hong Kong or Macao during your time abroad, whether by air,
sea or transit, you must declare this on the field.)

Will you be travelling to Hong Kong or Macao during your time abroad, either via the airports or
ports, or by other means of transport, to travel to other countries or regions? (tick the items)

The period of the Business trip

Funding for your travel (tick the items)

a. The funding has been approved.

If you tick this box, please upload the approved budget breakdown including funding for

international travel expenses as the supporting document. Ex: NSTC approval sheet

i=3

Faculty’s NSTC surplus funding, Higher Education Sprout Project, Research Center funding,

Department funding,.....

If you tick this box, you have to fill in the form of “Budget application for overseas travel” and
submit to the university first. Once the budget application has been approved, scan it into a PDF
file and upload it as the supporting document.

**Since the “Budget application for overseas travel” must be approved before you fill in the online
application, it is strongly recommended that it should be submitted at least month prior to the
scheduled departure date.

c. The funding will be provided by the inviting organization.

If you tick this box, please fill in the organization’s name in the field.)
d. Self paid
Conference Name (If you are not attending the conference, you don’t need to fill in this field.)
Types of Leave (tick the items and fill in the leave days)
A. Personal Leave Zf
(If you tick this box, you need to upload the supporting document.)
B. Official Leave /MEt
**You don’t need to apply to the university for reimbursement of your travel expenses.
(If you tick this box, you need to upload the supporting document.)
C. Business Trip /N7
**You will apply to the university for reimbursement of your travel expenses.
(If you tick this box, you need to upload the supporting document.)
Ex: the conference paper acceptance letter, the proof of the keynote speaker,...etc.
D. Marriage Leave 75t
(If you tick this box, please upload the supporting document.)
E. Personal Vacation
F. Others

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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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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2. Make-up class time
3. The classroom of the Make-up class
4. Remarks/Notes

** Class Hour**

A 7:00~7:50 5 13:10~14:00 C 18:20~19:10
1 8:10~9:00 6 14:10~15:00 D 19:15~20:05
2 9:10~10:00 7 15:10~16:00 E 20:10~21:00
3 10:10~11:00 8 16:10~17:00 F 21:05~21:55
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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.
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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.

**supporting document 1 (funding) : funding approval sheet, Budget application for overseas travel,... etc

**supporting document 2 (type of leave) : the conference paper acceptance letter, the proof of the keynote
speaker,... etc
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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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® Accounting Office ™ © The online document system has 2 pending tasks, and there are still 894 unread items on the bulletin board.

% Academic Affairs Office ¥
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B Student Affairs Office ¥ click the "Online Approval System” link J.
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™ General Affairs Departmen

© There are currently 0 pending tasks_in the part-time assistant system and 0 pending approval tasksin_the

i Library and Information Dg part-time assistant registration system

# Office of International Aff;

© The online course completion verification system has 0 pending verification items.
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& 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 Jfi f2iBHE” .
The select the period to search your application. Then, you can find the status.
1->2->3->4->5
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