Instructions on Online Application System Operation
for Intercollegiate Course Enrollment of NCKU Students

Login

1. On the login page, please select “NCKU Student” and enter “your student ID number” and
“password” (the same login account and password for Cheng-Kung Portal).
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2. Application procedures: Specified as shown in the table header.
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(1) Basic Information

1. Please enter your mobile phone number and email address, updated if necessary, to facilitate
further contacts.

2. Graduate students are required to enter the name of the thesis/dissertation advisor (the

department chair if no advisor is assigned): Enter name—> Search—> Select department/institute
faculty members.
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(2) Data of External Course Enrollment (Figure A)

1. Course-offering school: Please select the current name of the school. For example: National
Yangming Chiao Tung University (formerly National Chiao Tung University or National
Yangming University).

I. Please select a school from the dropdown list.

II. Please select a school using a keyword search. Do not use a simplified character in place of
its distinct traditional counterpart. For example, you may want to enter the Chinese character
“% ” instead of its simplified variant character “ > as a keyword.

2. Academic system: Please select “Others” for a two-year or five-year junior college.

3. Chinese course title:

I.  Please select [Course Title Search]: Enter keywords — Click [Search] to select a course with
the same title and credit hours.

II. If no course with the same course title or credit hours is found, please select [Search by
Typing]: Enter data in the columns of Chinese Course Title, English Course Title and Credit
Hours (see Figure B)

4. Class Time: After entering the course data, please click [Confirm Additional Time Slots] to
complete the data entry. You are allowed to enter multiple class time slots.

5. Distance Learning Courses: Please note that the credit hours for distance learning courses shall
not exceed half of the total credit hours required for graduation.

6. Reasons for Course Enrollment:

I. Credits required to be recognized by the major department/institute: As shown in Figure C.
II. Credits required to be recognized by other NCKU units: As shown in Figure D.
III. Others: No credits required to be recognized by NCKU: As shown in Figure E.

7. Courses not offered by NCKU in this semester: In accordance with Article 2 of NCKU
Regulations for Intercollegiate Course Enrollment, “In principle, NCKU students are allowed
to enroll in courses offered by other universities or colleges on the condition that the courses
are not offered by NCKU in the current semester.” Graduating students or deferred students
from undergraduate programs shall upload the course syllabus with relevant documents
certifying class scheduling conflict.

Figure A
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Figure B
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8. Submission for Review: If the following window appears after submission for review, it means that
the credits taken from externally-enrolled courses have exceeded 1/3 of the total credits taken for
the semester, with no further submission for review allowed. According to Article 3 of NCKU
Regulations for Intercollegiate Course Enrollment, “NCKU students are allowed to enroll in
courses at other schools with a maximum of one-third of the total credits taken for the current
semester, which shall be subject to the maximum credits of course enrollment allowed for each
semester.”
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(3) Course Review

1. Click the reviewer list in the [Review Status] section (marked as 1 in the Figure below) to open the
[Approval Process] window, where you can check the current review process and comments.



2. When the red text appears in the [Review Status] section (marked as 2 in the Figure below), please
upload the designated data files as soon as possible according to the instructions. Before uploading,
please merge the data files with the previously uploaded syllabus into a single document to avoid
the original uploaded entry being overwritten and lost. After uploading, check the box for
[Submission Completed].

3. If the review status remains at [Advisor Review] (marked as 3 in the Figure below, which is a
review process specific to graduate students), please remind your advisor to complete the review.

4. If you intend to cancel your application after submission of your course enrollment data, please
click [Cancel Submission] (marked as 4 in the Figure below) to pause or stop the application
process. Afterwards, you can click [Resubmit] to restart the process from the last saved point, with
no need to renew an application.
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(4) Course Review (Figure F)

1. Click on the chosen text in the [Review Status] section (marked as 1 in Figure F) to understand the
course credit transfer status (Figure G).

2. After selecting the course in the [Function] section, click [Generate the Consent Form for
Intercollegiate Course Enrollment] (marked as 2 in Figure F) to create the form (Figure H). Take
this form to the other school to complete your course enrollment.

3. Upon completion of your intercollegiate course enrollment, click [Upload Files] to upload the
acknowledgement receipt of the consent form for intercollegiate course enrollment or other
documents certifying that you have completed intercollegiate course enrollment (marked as 3 in
Figure F).

Figure F
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Figure G
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(5) Intercollegiate Course Enrollment Completed

1. Intercollegiate course enrollment completed: Upon review and approval of data files for
intercollegiate course enrollment by the Curriculum Division, it is confirmed that your
intercollegiate enrollment is completed.

2. Click the [Enrolled Courses] section to search for review results from the relevant units.
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