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First-Time Login

Step 1: Go to the University Homepage

About NTHU Academics Study @ NTHU Research Campuslife Administration

1. Open a web browser (e.g., Chrome,
Edge)

2. Go to the official NTHU homepage:
7 https://nthu-en.site.nthu.edu.tw/

NTHU Publishes Biography of Mo-Jen'Wang

3. Click on “Academic Info System” or

go directly to: News
https //WWW ccxp nthu ed u. tW/ccxp/I N I NTHU Racing Team Debuts Lightweight Carbon Fiber Racecar to Compete in Europe
IRE/Index php?lanq enQIISh I NTHU Teams Up with Local High Schools to Protect the Tougian River



https://nthu-en.site.nthu.edu.tw/
https://www.ccxp.nthu.edu.tw/ccxp/INQUIRE/index.php?lang=english

First-Time Login

Step 2: Activate Your Account

1. Qr?l;[he login page, click “Cannot sign
in~

2. Select the option: “Those who had
never sut;.ned in Academic
Information System, please click
here to activate your account

3. Fill inthe required information to
activate your account.
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Login LR A Student Alumni Staff Factory Others No
Username Notice
Il I » For the security reasons, we will ask y¢
e When you have any sign-in problems
Password .

Captcha ChromefE B EF I BB BB LM MonicalER
@ Monica: ChatGPT Al Assistant | DeepSeek, GPT...

Your Al assistant, integrating more Al models.
50 I 48 2 ") Chat, search, write, translate, create

imagesfvideos anytime, anyvwhere,

Login Clear

Cannot sign in?

o

Portal

Can't you sign in NTHU Information System?

New students sign in for the first time, please click here to get the
account information.

password.
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Step 3: Set Password and Review Profile

‘3 Inquiry System for Staff

& Change Your Password = About Your Acgount

i Hanging Passwords
* On the left-hand menu, under “About Your Account,” click “Changing ﬂKeyData Setting
Passwords” to set a new password to secure your account.

~ "EINTHU-OTP Setting
» For security purposes, passwords must be updated every 90 days.

E@ Employment Affairs Functions
. B(ch)sign inrsign out

8 Attendance Tracking System
P & Faculty annual self-development goal system
-8 = affy Attendance Tracking System

‘ Update Your Profile

« Go to the “Profile” section, click “Profile” to review and update your
personal and contact information.

A Letter of Appointment and Note for Promotion of the
=l Letter of Appointment Download
& Note for Promotion of the salary grade Download

. Download Key Documents C, initial Employment System

(For people without Employee No.)

* In the “Letter of Appointment and Note for Promotion of the Salary 02 Project Attendance Management and Temporary W
Grade SeCtlon - ®{0 Salary System for Project Assistant

 E@ Training & Events Online Registration system

 Click “Letter of Appointment Download” to obtain your official $@ Premiums Payment Certificate
appOIn’[ment |etter 'f:I Resignation/Retirement Process System
 Click “Note for Promotion of the Salary Grade Download” if 78 Performance Evaluation Form

- ®0 voting System

applicable. | 5



Income, Tax, and Payroll Account
Management o

- "E'Monthly Income Inquiry
J Annual Income Inquiry

 View your monthly and annual income breakdown

« Download annual tax report for Taiwan

'Cl Project income query

o Payro I I aCCO u nt m a n ag em e nt 'D Election System for Office Dormitory Members
'Cl Instrument and Equipment Sharing System
'Cl Property Management System
B@ Space Management System

v/ Tips for New Faculty T gty nkmaton Syse

'Cl Scholarship Systems of Academic Affairs

« Complete Salary Bank Account Key-In as early as PO Sor oS o Cobal s
. . Going Abroad Application & Report Submission
possible to avoid payroll delays. 5 Ovrseas Businss Trp Expenss
E) uthorization
« Review and download your tax statements ahead of e o s
Taiwan'’s tax filing season (usually in May). S I
s perations Center for Industry Collaboration Services

6



Income, Tax, and Payroll Account
Management

& Key Information

« Pay Date: Faculty salary pay date is the first of each month. Note that for new
faculty on-boarded on July 29, the first paycheck (Aug & Sep) will be received on Sep
12025.

 Payroll Bank Options: check here
« Comparison of payroll banks: check the Division of Cashier's webpage
« Tax-related information: check the Division of Cashier's webpage

+/ Tips for New Faculty

« Reimbursements and expense claims are generally processed within one to two
months, due to internal review and approval procedures.


https://yushan.site.nthu.edu.tw/p/412-1518-17595.php?Lang=en
https://cashier.site.nthu.edu.tw/p/412-1166-17906.php?Lang=en
https://cashier.site.nthu.edu.tw/p/412-1166-15395.php?Lang=en
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Campus IT Services & Software Access

Division of Network System
Online Services

@ Key Functions
« Access NTHU Campus Licensed Software

System functions

ﬁill Home

- -EINTH amn icensed
- BE Office365 Account Appl

U o o o ” . - “=/'Space Booking System [i§ Losout
- Go to the “Division of Network Systems” section, apply  uicoreauesmii
i vt services
for NTHU email account (@mx), campus WIFl account, = kpesmekasicas) T
and G Suite (Google) for Education account. -g Offce of R&D Information Syster .
1 Health Care +¢ @my Mailbox Service
° Apply for an Ofﬁce 365 account %1 Operations Center for Industry Collaboration Servi

¥ Other Services in Campus %, Mailbox Access Log Query
@ Mailbox Check

v/ Tips for New Faculty S

& SMTP White IP List
e b

« Complete your NTHU email account, campus WIFI

account, and other applications if needed (e.g. Office N fcntion
365 or G Suite) early to activate your email and cloud B . eomon taiboxservice ]

(NTHU IP only)

« Update your contact information in the “Profile” section B g Vs tiAcomt ]



Health Care & Other Services

@ Key Functions

* Go to the “Health Care” section, under “Questionnaire,” complete the
“New Employee Physical and Medical Check-up Questionnaire,” if
required.

 If your NTHU ID card is lost, reapply through the “Other Services in
Campus” section, under “ID Card (Electronic ticket)
Loss/Reissue/Password Changing System”. A reissue fee may apply.

« Purchase tickets for the gym, swimming pool, and other sports facilities
via the “NTHU Sports Center Ticketing System” in the same section.

v Tips for New Faculty

« Your NTHU ID card is also available in digital form via the “INTHU" app.
(Currently only in Mandarin Version.)
¥ Download on Apple Store
¥ Download on Google Play

“ElPersonal Health Management

= Guest House | Online Reservation

8 Quesnonnalre and Activity Registration

& Guest House Ching 10F Reservation
g Counseling Services
B GoShare riding discount

&l Student Leave System

@SQS% HEEFE

o
BFAXER BFRISE

A BEEE

& B
n £ =

BH fAARR Appiil B
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https://apps.apple.com/tw/app/i%E6%B8%85%E8%8F%AF/id6459477390?l=zh-Hant-TW
https://play.google.com/store/apps/details?id=tw.edu.nthu.affairs.app&pcampaignid=web_share

Course Management

& Key Functions

* Go to the “Curriculum & Grades” section, to access student
enrollment list, enter grades, upload your syllabus, and
manage other course-related tasks.

«/ Tips for New Faculty

* Visit the “Teacher Resources/#{ElZ[&" section on the Division of
Curriculum'’s webpage for detailed guideline:

> https://curricul.site.nthu.edu.tw/p/404-1208-
292318.php?Lang=zh-tw#teacher-area

—1T|]5h|f

nlE &3 b:&k_ﬁt_ﬁ%

‘A Curriculum & Grades

1:_1 Grades Early Waming System
8 Enroliment List

B print Grades List

=l Grades Enter

:Eﬂ Grades Inquiry

;=J Syllabus Maintenance

:Eﬂ SDGs

;=J classroom distribution

:Eﬂ Classroom search

& Adjust Course Time

£ Courses Information

&l All Courses Taught in NTHU

:Eﬂ Courses Lectured by a Particular Teacher

;=J Inquiry of Your Lectured Courses
- 10


https://curricul.site.nthu.edu.tw/p/404-1208-292318.php?Lang=zh-tw#teacher-area

Course Management

& Teaching Information & Recourses
(by Division of Curriculum)

Overview of Teaching Reminders for Faculty

Advisor — Viewing Advising Passwords
Maintain Personal Email and English Name

Teacher Inquiry, Download Course List/Email Coursemates

Guidelines and Steps for Sending Emails to Classmates Using the
School Information System

Managing Student Withdrawals in Online Courses: A Teacher's Guide
Teacher enquiry course evaluation results

Academic Information System - Teacher Authorization Function Usage

Instructions (e.g., grant access to a TA)

Integrating Ethical Guidelines for Generative Al into NTHU Course
Syllabi

™) Taipei School of
Economics and
Political Science
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Teaching Credits and Course Load

o ETHMMERENRTE

s SHHEEMERED SEEA

s EARRBNYEH

* NTHU Regulations of Teaching Credits for Full-time Faculty
e Explanation of Full-Time Faculty Teaching Credit Calculatiol

* Procedure for Confirming Teaching Credits

B BTSSR R ELRR

Teaching Tasks and Reminders

* k [EHEE] WMEREERRER

o T/ THREERE

s RFEMRGemaillEREAR 2REAESER

o SNAIBFFS  eLearn - eeclass

» HMEFEREAES

* % Overview of Teaching Reminders for Faculty

e Teacher Inquiry, Download Course List/Email Coursemates
e Guidelines and Steps for Sending Emails to Classmates Usir
# Digital Learning Platforms : eLearn & eeclass

® Querying Teaching Records for an Individual10|r Specific Tea


https://curricul.site.nthu.edu.tw/p/404-1208-292619.php?Lang=en
https://curricul.site.nthu.edu.tw/p/404-1208-292956.php?Lang=en
https://curricul.site.nthu.edu.tw/p/404-1208-95519.php?Lang=zh-tw
https://curricul.site.nthu.edu.tw/p/404-1208-95519.php?Lang=zh-tw
https://curricul.site.nthu.edu.tw/p/404-1208-292952.php?Lang=en
https://curricul.site.nthu.edu.tw/p/404-1208-292955.php?Lang=en
https://curricul.site.nthu.edu.tw/p/404-1208-292688.php?Lang=en
https://curricul.site.nthu.edu.tw/p/404-1208-12138.php
https://curricul.site.nthu.edu.tw/p/404-1208-292958.php?Lang=en

Il S
Office of Research & Development (R&L

& Key Functions s 7
* Go to the “Office of R&D Information System” section -

and click “System Portal Site,” to apply for research OE Wl oFon! U Academic Researen Averd

grantS, awards, and Other programs managed by the :E (.')perations.Cen.lerfcorIndustr‘,.r Collaboration Services

Office of Research and Development (R&D). SERIES NP
v/ Tips for New Faculty
« Office of Research and Development (R&D)

. . T - D,

« NSTC Projects for Newly-Appointed Faculty Members a e ,
 Research Project Application PRE e D,
» Subsidy and Award Application e et Py

12


https://rd.nthu.edu.tw/en/
https://rd.nthu.edu.tw/en/ResearchandDevelopmentatNTHU-plan11.html
https://rd.nthu.edu.tw/en/ResearchandDevelopmentatNTHU-SOP1.html
https://rd.nthu.edu.tw/en/ResearchandDevelopmentatNTHU-SOP2.html
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Faculty Travel Process

/& Before You Go =

1. Submit Travel Application (mandatory)
Employment Affairs Functions — Attendance Tracking System

2. Apply for Travel Funding (for international business trips) 57 Faculty annual self-development
Going Abroad Application & Report Submission — Subsidies B (Project Staff) Attendance Trackir
for Travel Abroad = Profile

& After You Return

1. Submit Travel Report (for international business trips) e —
Going Abroad Application & Report Submission — Report dRepm Managerent
Management i

2. Submit Travel Reimbursement (for business trip)

* International business trips: Overseas Business Trip
Expenses — QOverseas Business Trip Expenses Form

» Domestic business trips: Employment Affairs Functions —
Attendance Tracking System

13



Before You Go:

(1) Submit Travel Application via “Attendance Tracking System”
(mandatory)

Purpose:

Z ¥ 4% — Conference
| JAEE | RSN | BREE | B — Field Visit
A — Research or Academic Training
International Business Travel =-=1 — International Volunteering
Personal Overseas Travel T — Visiting

— Other (e.g. personal)

BRI R REEE |
]
]
EAREHEDE
SERENE

HAESE | ®F O ESEATARRE @ ST AERERER)

Travel to Mainland China:

EEEE BN — No
O azsst®

O raassi-EAsEs

— Yes (please complete the
Application Form for Travel
Mainland China first)

Funding Source:

s B — NSTC Projects
| F - Donations (applied to TSE funding)
O - Personal Funding

Taipei School of
Economics and

Political Science

GL Ak FE B

to

14



Taipei School of

Before You Go: I 2
(2) Apply for Travel Funding (if applicable) via “Subsidies for
Travel Abroad”

Academic
% Information
: Systems
T HERCE -
@ Income Inquiry
D Voucher Payment Inquiry H A EF ﬁ'iﬁ

#0 Project income query
{1 Election System for Office Dormitory Mem

aing Abroad Application Form

#@ Instrument and Equipment Sharing Syster g BERER
D Property Management System Add New Going Abroad Application

B Space Management System

“ Book Property Information System I ———— I
#@ Courses pery y HEIHiE®ES Tabulation of Application For Going Abroad

% . . . HEHA - prape H}ITHE

D Scholarship Systems of Academic Affairs %E:‘F Date of going Degﬁiﬁute Repmﬁ;é:fj;ﬁgiﬁuaded Implementation of the
0 scholarship Systems of Global Affairs abroad project

23 Going Abroad Application & Report Submi EREEENRG & Mz || =R
) NTHU Academic Info System Modify | | Delete | | View

Subsidies for travel abroad

Browsing(downloading)Reports
Passwaord Application for

report submission of Higher Education S
‘?‘a Overseas Business Trip Expenses
Overseas Business Trip Expenses Form
Overseas Business Trip Expenses Inquir
P HE Inquiry of Daily Reimbursement Limit for
¥ Authorization
Cl Computer and Communication Center Sei
#Q Office of R&D Information System
#Q Health Care
Cl Operations Center for Industry Collaborati
¥ Other Services in Campus

HEA:k HERE A 0 ASHEEMmIFE -
Note: The report is allowed to be edited or deleted before it hasn't been uploaded.

4

4 b 4 e ¥ 15



Taipei School of

Economics and

After You Return:
(1) Submit Travel Report (7or international business trips) via
“‘Report Management”

Academic

BRE LWL

T WA .
3 Income Inquiry

# \loucher Payment Inqui
: i quiry HARLEFRE

¥ Project income query .
©{ Election System for Office Dormitory Mem Gomg Abroad Report Management

Cl Instrument and Equipment Sharing Syster

Cl Property Management System l FEE Submit l — Deletel

¥ Space Management System - _____________——m—— — _——— _________

¥ Book Property Information System Tabulation of G f_ﬂgfb’%ﬁfR o

: abulation o oln roa eports

@ Courses : - FERGIRREEE TR

¥ Scholarship Systems of Academic Affairs . HE AL saraRaE s{élegor

#@ Scholarship Systems of Global Affairs No. . oiE:t:b?; A State of submission a"ow"l‘g program

8 Going Abroad Application & Report Submi modified

. “BlUser Guide HESE (REXR HEE=EAMN  TEH HE ) BUSHERER) )

o Upload the report. (The travelling report can be reloaded or updated only within 3 month after the first upload.) O B8 Open
o= O FENBEE ® FFEIK Close
Print out the examination.

Password Application for BILCE
: report submission of Higher Education S B .
=3 QOverseas Business Trip Expenses 1 |E LEE > DI ERUBERIKEERMNERTE -

& Overseas Business Trip Expenses Form 2. HEEREREZE L EAN EPRATM o Please upload your file size less than 7MB.
Overseas Business Trip Expenses Inquir
: Inquiry of Daily Reimbursement Limit for
#( Authorization

B@ Computer and Communication Center Sel
¥ Office of R&D Information System

93 Health Care

#{ Operations Center for Industry Collaborati
{1 Other Services in Campus

4 S 3 4

[l

4




Taipei School of
Economics and

After You Return: e 552552

(2) Submit Travel Reimbursement (for international business trip)
via “Business Trip Expenses Form”

Academic

o BB LW RS

BikEEH Litp ] www ccnt ntbo.edin it/ INQUIRE/

T HaRACER -
=@ Income Inquiry
#@ Voucher Payment Inquiry
¥ Project income query
®0 Election System for Office Dormitory Mem
#Q Instrument and Equipment Sharing Syster
o) Property Management System
'D Space Management System
®1 Book Property Information System
=Q Courses
o) Scholarship Systems of Academic Affairs
'Cl Scholarship Systems of Global Affairs
E‘ﬁ Going Abroad Application & Report Submi
& User Guide
Subsidies for travel abroad
= Report Management
Browsing(downloading)Reports
g Password Application for

report submission of Higher Education S

Overseas Business Trip Expenses Form

g Inquiry of Daily Reimbursement Limit for
=03 Authorization

oles) Computer and Communication Center Sel
'D Office of R&D Information System

#0 Health Care

) Operations Center for Industry Collaborati
¥ Other Services in Campus

4 13
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Overseas Business Trip Expense Form

FHAETHRMEAZR

. Please enter staff number or student

~ Non-school personnel

FEEConfirm

R HEIHE Note

RREME (SEENE) IEEIMNEE  FAK - BRASZHHE
Bii1sKUE & > BRitERE R

The subsidies for personnel dispatched overseas by the central government
(including institutions) for advanced studies, research, and internships that
exceed 15 days are currently not applicable in this system

L ZRHEEETRARASHELEEDRA - HERFSE)BEEEE -
Z’Ebﬁfﬁ °

School personnel and contracted personnel must complete the application
form at (Attendance System Overseas Trip Application Form) and obtain
approval before proceeding to use.

2. tHEAFRZEER (1418 ~ BhIE - SR FREEEIRRIATE « HRAE
(HEIREE RS R AR - HEEPE) AR I FIENHH FE PR E

For those who cannot complete the Overseas Trip Application Form through

»

17



= =] Taipei School of

After You Return: IlE S5

(3) Or, submit Travel Reimbursement (for domestic business trip)
via “Attendance Tracking System”

REEHR | RHETH H{EF

endance Iracking Systeni

| igEH | SRR | BERE | HHElRE
S EC MRS

@ Submit Travel Reimbursement (for domestic business trip)
HELEAB AR RSN

BRI ERE A TR(NTHU new)

k= F R

017HEEEA M EEm  OF 0 FEEERESyyy-mm-dd)

FxAm 2025-07-31 fg BB ERyyyy-mm-dd)

BE ER

v/ Tips for New Faculty

 Faculty are required to report all international travel, whether for business or personal
purposes, in accordance with Ministry of Education regulations.

« When submitting a travel request, you must designate a substitute during your
absence. Be sure to notify them in advance, as the system will send a confirmation
request for their approval.

 Travel to Mainland China requires prior approval and a separate application.
18
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Property Management

@ Key Functions

» Designated university assets must be registered in the system.
* Items over NT$10,000: Property (B4 ).
* Items between NT$6,000 and NTS$9,999: "ltems OVER 6000"
(¥ ).

» Asset tags must be properly affixed to registered items.

'Cl Instrument and Equipment Sharing System

=3 Property Management System

- "EInquiring Printer Carbons
B Registering New Properties
- "EInventorying Properties in Annual
B Scraping Properties

B Transferring Properties
EAltering Properties

8 Reissuing Property Tags

B Inquiring ldle PropertieS

: l—7((.‘.h)lr1qL,ur|ng Fire Insurance

« Annual inventory checks are conducted for all registered “ElAtering the Fund of Carry-over Properties
assets.

WY - $XASERIR

Registering New Properties

v/ Tips for New Faculty ’*%:&i”—

ﬁmﬂ_g istering Items

 Registration also required for specific consumables, SRS B8 estteing Printer Carhons
including printer cartridges/printer carbons, and f*ﬁ*ﬁ@ 5“@ s
SOftware Over NT$1 0,000. (ﬁ'ﬁmooooéxr Unit Price over 810000)

19
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Procurement Regulations

@y Key Principles

All government and public university funding in Taiwan is subject to the procurement regulations set by the
government. TSE's main funding sources originate from donations made to the university and are considered and
managed as part of university funds, the same regulatory framework applies. This also applies to funding from the
National Science and Technology Council (NSTC) and the Yushan Scholar Program.

An order, or several orders from the same vendor within a closed period (say about 1-2 months) must not
exceed TWD 150,000 (/\EEE##E %8 _-FE). Any purchases over TWD 150,000 required a tendering procedure ($2%).

Equipment and certain items (e.g., furniture, buildings, vehicles) valued over TWD 10,000 are classified as
"Property" (1 Z). Items between TWD 6,000 and TWD 9,999 are labeled as "ltems OVER 6000" (#)m). These must
be recorded in the university’'s equipment management system, assigned asset tags, and are subject to annual
inventory checks. They may only be disposed of after a designated retention period (usually several years), in
accordance with university procedures.

No PRC products are permitted, e.g. Huawei, Xiaomi, or special software prohibited by the Ministry of Education
(MOE), e.g. Zoom or DeepSeek.

The NTHU tax code (B XE 4 —4R5%) "46804804" must be stated on all receipts and invoices that contain a ROC
receipt number (% — ’E“f‘—ﬁ?f%%)

«/ Tips for New Faculty

Important Guidelines and Regulations on Travel Reimbursements, Procurement, and Property Management  2g



https://www.tse.nthu.edu.tw/_attachment?id=183
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Authorization

@ Key Functions

 Faculty may grant others (e.g., TA/RA) access to specific

Changing Assignments

functions in the Academic Information System, such as hiring . B canceling/Resuming assignmerts
1 1 1 1 1 Inquiring about Assignments
assistance or property registration, for a defined period. | H o oroaton pasowor
. R T T R S 8 ogin Recordas
« The system generates an authorization account, and the ga Campuer and Commuricton Cener &
instructor sets an authorization password. B e ot Sy

B Operations Center for Industry Collabora

 Actions taken by authorized users are considered as valid as ©8 Other Senices in Campus
if performed by the faculty member.

v/ Tips for New Faculty

* Review and update authorizations regularly to ensure only
current TAs/RAs have access.

21
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Need Help?
W RELW R

Biik%AY St s [ [ conf s than edi

& Key Contacts

 For login issues, contact the IT Service Desk at ext. 31000 (03-
5715131 ext. 31000). L
(Ch)Labor Pension & Contribution Benefits

« To identify the assigned system handler, click “Information” on cancelling/Resuming assignments
the top-left menu in the Academic Information System.

* You may also search via the University Directory:

W) - Hf 3f- < L

« Go to the official NTHU homepage (Mandarin version only) 458 b (S e e
and click “##@&fl %" (Directory) in the top-right corner.
.. . RABE THEN BBEQ HRPL SEKE BEE HEPL BEHE RBENLE SERERRE FEEna
* Or visit directly: P NP
Fhttps://curricul.site.nthu.edu.tw/p/404-1208- 70 (BEEETE

292318.php?Lang=zh-tw#teacher-area __9' gfﬂk/\kﬁ}

v Tips for New Faculty
« Contact TSE office at ext. 43090 (03-5743090)



https://curricul.site.nthu.edu.tw/p/404-1208-292318.php?Lang=zh-tw#teacher-area
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