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Instructions on Online Application System Operation 

for Intercollegiate Course Enrollment of Non-NCKU Students 

I. First Login: Click [Apply for Account] in the [Non-NCKU Students] section on the left side 

of Figure A, complete your basic information in Figure B, and submit the data and confirm 

submission to start your course enrollment. While you are allowed not to immediately upload 

the Consent form for Intercollegiate Course Enrollment Course from your home school, you 

are required to complete your submission of the form by 5 pm on March 3 (Tuesday). If you 

fail to submit required data files before the designated submission deadline or if uploaded data 

files are incomplete, your application for course enrollment will not be accepted for further 

administration. 

Figure A 

 
 

Figure B 
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II.  Click the [Forgot Password] link in Figure A, and the system will guide you to password reset 

as shown in Figure C. After entering and submitting your ID number, a password reset email 

will be sent to your registered email address. Follow the instructions in the email to reset your 

password. 

Figure C 

 

III. Operating Instructions: 

1. Basic Data Maintenance:  

 
Your profile was created when you applied for the account, as shown in Figure B. If there are any 

changes to your personal information, please update your profile here. The Consent Form for 

Intercollegiate Course Enrollment can be uploaded multiple times, with the last uploaded file used 

for review. If you have more than two forms, please merge them into one file before uploading 

submission. 

 

2. Course Selection: 

 

(I) Click the link marked as 1 in Figure D: To understand the location of the [Unit Code] 

and [Course Serial Number] in the NCKU Course Catalog System. 

(II) Click the link marked as 2 in Figure D: This will guide you to the NCKU Course 

Catalog System to search for courses, as shown in Figure E. If the Course Catalog 

System shows that the course is【Full】or【Limited to the department students】, it is 

recommended that you should not select the course. However, you can apply for other 

courses, and then the instructor and the course-offering department will review whether 

to approve the additional selection. 

(III) Course Selection: After entering the [Unit Code] and [Course Number], complete Steps 

3-5 as shown in Figure D to temporarily save the data files for course selection; then 

complete Steps 6-7 to submit the course data for review. 
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Figure D 

 

 

Figure E 

 
 

3. Course Review:  

 
To track the general review process: Instructor → Course-offering unit→ Curriculum 

Division. If you see a red text on the screen (marked by the green box in Figure F), please 

address the problem immediately to avoid affecting your rights to course enrollment. 
(I) Text marked as 1 in Figure F: The red text in the [Review Status] section indicates that the 

consent form for course enrollment from your home school is not uploaded. Please upload the 

form on the page of Basic Data Maintenance (click the link marked in green in Figure B). 

(II) Text marked as 2 in Figure F: According to the instruction, please contact the course 

instructor to receive approval for course enrollment. 

(III) Text marked as 3 in Figure F: According to the instruction, please contact the course 

instructor to receive the consent form for course selection and upload the form here. Since 

course review is administered online, a red text will not appear unless the course instructor sets 

a specific requirement. 

(IV) Text marked as 4 in Figure F: Please click here to cancel course selection during the review 

process. 
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Figure F 

  
 

4. Approved Courses:  

 
Upon review and approval of courses, credit fees can be paid in installments. Select the courses 

you intend to pay for (as shown in Figure G) and click [Generate ATM Payment Account]. While 

you are allowed to generate multiple payment slips for approved courses, please do not pay for 

the same course multiple times. 

 

Figure G 

 

5. Print Payment Slips: 

 

You can choose to make payments via ATM transfer (including online banking transfer) or at the 

counter (as shown in Figure H). Please be reminded not to pay for the same course twice. 

(I) ATM transfer or online banking transfer: Confirm whether the course title is correct, and 

complete the transfer within the designated payment period according to the bank code, 

payment number and payment amount on the ATM payment slip (as shown in Figure I). 

(II) Counter payments: You are allowed to make counter payments (with payment slips as shown 

in Figure J) at the Bank of Taiwan only. Other financial institutions are not designated by 

NCKU for counter payments. 

Figure H 
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Figure I 

 

Figure J 
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6. Print Your Course Enrollment and Payment Certificate:  

 

(I) Upon completion of your course payment, click [Print the Intercollegiate Course Enrollment 

and Payment Certificate] as shown in Figure K to have the certificate (Figure L) printed 

and submitted to your home school. It certifies that you have completed the NCKU-

designated procedures for intercollegiate course enrollment, with no need for NCKU to seal 

the consent form from your home school. 

  (II) At the end of the semester, course grades are available for inquiry. Final grades will be 

recorded by NCKU Division of the Registrar’s and sent in an official letter to your home 

school. 

 

Figure K 

 

 

Figure L 

 


