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Functions Commonly Used by Foreign Faculty and 
International Students 

I. School Regulations and Policies Search Page (URL) 

 
(1) Click “Regulations Search”. 
(2) Choose the search method, and the English translation for the options: 規章名稱/Regulation 

Name, 規章編號/Regulation Number, 規章所屬單位/Regulation Responsible Department. Enter 
the regulation name you wish to search for. 

(3) Click “Download” to view this regulation. 
 

II. MCUT Portal (URL) 

 
You can change the language in the upper right corner of the login page on the MCUT Portal. 
 

III. Licensed Software Location (Cloud Folder) (URL) 

 
In order to provide an excellent teaching and academic research environment on campus and promote the 
use of legitimate software, the Computer Center centrally procures commonly used software for teaching, 
research, and administrative purposes. These software programs are made available for download and use by 
university faculty, staff, and students. 
 

https://info.mcut.edu.tw/update/index.aspx
https://portal.mcut.edu.tw/
https://mcut-my.sharepoint.com/personal/software_o365_mcut_edu_tw/_layouts/15/onedrive.aspx?csf=1&id=%2Fpersonal%2Fsoftware%5Fo365%5Fmcut%5Fedu%5Ftw%2FDocuments%2FSoftware&FolderCTID=0x012000264A63DA65F99D4A80076C3E59DD53CC&view=0
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IV. Outlook 

 
(1) Click on the gear icon in the upper right corner. 
(2) general  language and time  change the language, you must refresh the page for the selected 

language to take effect. 

 
V. Notes 

 
(1) Click on the file in the top left corner  preferences  user preferences. 
(2) International  general  regional profile, select language  interface language, change language. 
(3) After clicking OK, please restart the system. 



Functions Commonly Used by Foreign Faculty 
I. Faculty Information Inquiry System 

1. Salary Inquiry System 

 
(4) Select the desired year and month for salary inquiry to view the salary details. 

(5) English translation for relevant terms: 本俸/Base Salary, 健保費/Health Insurance Premium, 勞保

費/Labor Insurance Premium, 福利金/Welfare Allowance, 補發/Retroactive Payment, 不休假獎

金/Non-Leave Bonus, 所得稅/Income Tax, 缺勤扣減金額/Absence Deduction, 水電費/Utility 

Bill, 長庚就醫輔助費/Chang Gung Medical Subsidy, 其他扣款/Other Deductions. 

2. Part-Time Assistant Data Entry System 

 

 

 
(1) This form must be completed one week before the start of the part-time job (foreign student workers 

must upload their foreign student work permits before filling out this form; local student workers can 
directly fill out this form). 

(2) Click “Add Part-time Hours”. 
(3) Select your identity type: “On-Campus Student” (left side) or “Off-Campus Individual” (right side), 

and choose the insurance method: “Monthly Insurance” (left side) or “Daily Insurance” (right side). 
If you select “Monthly Insurance”, you need to fill in the employment period and monthly salary. If 
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you choose “Daily Insurance”, you don’t need to fill in these details. 
(4) Enter the student worker’s ID number (for local students) or residence permit number (for foreign 

students). Click “Search” to retrieve their basic information. 

(5) Fill in the activity name or project number, and select the type of part-time work: 校內助學(研發

處)/On-Campus Scholarship (Research and Development Office), 校內經費(非校內助學)/On-

Campus Funds (Non-On-Campus Scholarship), 教育部經費/Ministry of Education Funds, 國科會

經費/National Science and Technology Council Funds, 其他政府機關經費/Other Government 

Agency Funds, or 其他經費/Other Funds. 

(6) Click “Add Application and Fill in Hours”. 
(7) Fill in the part-time work date, start and end time, and the number of hours worked. 
(8) Click “Add Part-Time Hours” to complete the application. 

  



  Back to Home 

II. WorkFlow System (URL) 
1. Document Approval Form 

 

 
(1) Fill in the subject and description (these two fields are mandatory). 
(2) Click “Attachment” (left side) to upload a file from your computer. 
(3) Approval mode: This specifies the collaborating unit and the process for countersigning the 

document. The processor selects the collaborating units, and unit supervisors have the authority to 
make modifications and exercise discretion. You can choose between “Parallel Sign-off (left side)” 
or “Sequential Sign-off (right side)”. If the unit has designated a contact person, that person’s 
supervisor will handle the assignment (default option). 

(4) You can choose to send the document to the next approver defined in the process settings. 
  

https://flow.mcut.edu.tw/MCUTworkflow/Default.aspx
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III. ERP 
1. Data Entry for Overtime Request Form 

 

 
(1) Enter “UE” in the “Company” field and input your department code in the “Department Code”. 

(2) Choose the overtime type, and the English translation for the options: (1) 假日加班/Holiday 

Overtime, (2) 臨時加班/Temporary Overtime, (3) 臨時加班/Emergency Overtime, (8) 國定假

日加班/National Holiday Overtime, (9) 休息日加班/Rest Day Overtime. Then, fill in the 
overtime date. 

(3) Select the overtime reason, and the English translation for the options: (F) 品檢試驗/Quality 

Inspection and Testing , (G) 原物料成品收發繳庫/Receipt and Dispatch of Raw Materials and 

Finished Products, (H) 帳戶處理盤點會點/Account Handling and Inventory Check, (J) 文書資

料處理/Document or Data Processing, (K) 其他/Other, (M) 缺員代班/Replacement for 
Absentees. Also, fill in the start time, end time, hours, and the employee code for overtime 
personnel. 
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(4) Briefly describe the reason for overtime. 
(5) Submit the OA form for approval. 

2. Data Entry for Deferred Annual Leave 

 

 

 
(1) Enter “UE” in the School field and enter the previous academic year. 
(2) After reading the instructions in blue text, enter “Y” to indicate your consent. 
(3) Below the application field, enter your employee code. The system will automatically display the 

available special leave days, used special leave days, and remaining special leave days. 
(4) Enter the number of days you wish to defer (in whole days) and enter “Y” in the Consent field. 
(5) Save the data, and the application for deferred special leave will be completed. 
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3. Data Entry for General Expense and Reimbursement 

 
Explanation: You can enter details for general expenses, temporary loans, or domestic business travel 

expenses on this page, and click  next to the field to search further details. 

(1) Data entry for reimbursement related details: Fill in the fields for Company, Processing Department, 
Employee Direct Deposit Reimbursement, Payment Method (leave this column blank for non-
payment data), Cashier Type (code for the affiliated plant area), Ledger Item (for accounting), 
Temporary Loan Case Number, Offset Temporary Loan Amount, Voucher Date, Payee (code for the 
payee, such as vendor tax ID, personal ID number, customer ID, or employee ID), Payment Recipient 
(recipient of the payment and the code the same as the Payee), Buyer, Approval Category, and 
Summary. 

(2) Data entry for cost department related Information: Cost Department (code of the expense-bearing 
department), Relevant Numbers (required for reconciliation), Summary, Voucher, Voucher Number 
(invoice or payment voucher number), Voucher Vendor, and Item Amount (invoice or payment 
voucher amount). 

(3) Save the data. 
(4) Print the attachment form. 
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4. Data Entry for General Expense and Reimbursement (for Multiple Payees) 

 
Explanation: You can enter details for general expenses, temporary loans, or domestic business travel 

expenses in this page and click  next to the field to search further details. 

(1) Data entry for reimbursement related details: Fill in the fields for Company, Processing 
Department, Buyer, Temporary Loan Case Number, Voucher, Summary, Cost Department (code 
of the expense-bearing department), Employee Direct Deposit Reimbursement, and Approval 
Category. 

(2) Summary: Please provide additional explanations or supplementary details.  

(3) Data entry for cost department related Information: Payee (code for the payee, such as vendor tax 
ID, personal ID number, customer ID, or employee ID), Relevant Numbers (required for 
reconciliation), Voucher Number (invoice or payment voucher number), Voucher Vendor, and 
Amount.  

(4) Save the data. 
(5) Print the attachment form. 

  



  Back to Home 

5. Data Entry for Temporary Loan 

 
Explanation: This page is for the borrowing department for temporary borrowing (source data entry), 

print the temporary loan request form, and send it for accounting review. You can click  next to 
the field to search further details. 

(1) Data entry for payment related details: Fill in the fields for Company, Employee Direct Deposit 
Reimbursement, Cost Department (code of the expense-bearing department), Processing 
Department, Payment Method, Cashier Type (code for the affiliated plant area), Payment 
Recipient (code for the payee, such as vendor tax ID, personal ID number, customer ID, or 
employee ID), Payee (recipient of the payment and the code the same as the Payee), Approval 
Category, and Payment Due Date. 

(2) Data entry for Summary: Fill in the Description (explanation of the purpose of the temporary loan), 
Overdue Reimbursement Explanation (if the expected reimbursement date exceeds the payment 
due date by more than 15 days, provide a reason). 

(3) Data entry for temporary loan related details: fill in the fields for Relevant Numbers (used as 
reconciliation requirements), Summary, Amount, Expected Reconciliation Date. 

(4) Save the data. 
(5) Print the attachment form. 
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6. Data Entry for Temporary Loan (Multiple Entries)  

 
Explanation: You can enter payment details for multiple payees with the same type of temporary 

loans. Click  next to the field to search further details if needed. 

(1) Data entry for payment related details: Fill in the fields for Company, Employee Direct Deposit 
Reimbursement, Processing Department, Payment Method, Cashier Type (code for the affiliated 
plant area), Payment Due Date, Expected Reconciliation Date, Summary, Payment Recipient 
(code for the payee, such as vendor tax ID, personal ID number, customer ID, or employee ID), 
and "Approval Category". 

(2) Data entry for Summary: Fill in the description (explanation of the purpose of the temporary loan), 
Overdue Reimbursement Explanation (if the expected reimbursement date exceeds the payment 
due date by more than 15 days, provide a reason). 

(3) Data entry for temporary loan related details: Fill in the fields for Cost Department, Relevant 
Numbers (used as reconciliation requirements), Amount, and Payee (recipient of the payment and 
the code the same as the Payee).  

(4) Save the data.  
(5) Print the attachment form. 
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7. Data Entry for Application on Estimated Academic Year Expenses 

 
Explanation: This page is for application on estimated academic year expenses (source data entry) 

and click  next to the field to search further details if needed. 

(1) Data entry for payment method related details: Fill in the fields for Company, Processing 
Department, Ledger Item (for accounting), Payee, Approval Category, and Summary. 

(2) Data entry for cost department related details: Fill in the fields for Cost Department, Relevant 
Numbers, Summary, Voucher Vendor, and Item Amount.  

(3) Save the data.  
(4) Print the attachment form. 
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8. Data Entry for Estimated Reimbursement for Expenses of the Academic Year 

 
Explanation: You can enter details on the estimated reimbursement for expense of the academic year 

and click  next to the field to search further details if needed. 

(1) Data entry for school related details: Fill in the fields for School, Processing Department, 
Currency (in TWD), and Exchange Rate (1.0000). 

(2) Data entry for the summary or supplementary details.  

(3) Data entry for the cost department related details: Fill in the fields for Cost Department, Summary, 
Ledger Item (for accounting), Item Amount, Payee (code for the payee, such as vendor tax ID, 
personal ID number, customer ID, or employee ID), Expense Number, and Estimated Application 
Number.  

(4) Save the data.  
(5) Print the attachment form. 

9. Search Employee Advance Payment Direct Deposit Reimbursement 

 
After entering the personnel code, simply press the F8 Key on the keyboard. 
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IV. Notes 
1. Leave Request Form 

 

  
(1) Click to open the “Leave Request Form”. 
(2) Select the type of leave from the dropdown menu, and the English translation for the options: (07)

事假/Personal Leave, (01)未住院病假/Non-Hospitalized Sick Leave, (02)住院病假/Hospitalized 

Sick Leave, (03)特別休假/Special Leave, (12)換休/Day In Lieu, (14)生理假/Menstrual Leave, 

(59)產檢假/Prenatal Checkup Leave, (05)產假/Maternity Leave, (29)安胎假/Tocolysis Leave, 

(15)陪產假/Paternity Leave, (10)喪假/Bereavement Leave, (06)婚假/Marriage Leave. 

(3) Choose the leave start and end dates and times and fill in the total leave days or hours.  
(4) Select a delegate.  
(5) Click “Submit for Approval” at the top of the form to send it for approval. 
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2. Overtime Record (Approval Process)  

 
(1) Follow the instructions in red text and double-click on the documents below to open a pop-up 

window. 
(2) Enter the actual overtime hours and select whether you want to take a day in lieu (click “Y” for 

leave, “N” for overtime pay). 
(3) If the actual overtime hours do not match the start and end times, provide an explanation. 
(4) After completing all fields, click "OK". 
(5) Click "Submit for Approval" at the top of the form. 

3. Day Trip Authorization Form 
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(1) Click to open the “Day Trip Authorization Form”. 

(2) Choose the trip category, and the English translation for the options: (31)因公延遲入廠/Delayed 

Entry to Company for Business Reasons, (32)因公提早出廠/Early Departure from Company for 

Business Reasons, (33)全天在外洽公/Whole-day Local Business Meetings, (34)上班中公出入

/On-duty Business Trip In and Out, (35)非上班時段公出/Business Trip Outside of Regular 
Working Hours. 

(3) Fill in the scheduled day trip start and end times, along with the total number of days.  
(4) For the destination, choose “Within Company” from the dropdown menu for internal locations. If 

it's an external location, fill it in manually. Also, provide details of the public and private 
departments you will be in contact with.  

(5) In the “Trip Reason” field (dropdown menu), select “Z. Other” and explain the reason in the 
remarks field.  

(6) Click “Submit for Approval” at the top of the form. 
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4. Business Travel Authorization Form 

 

 
(1) Click to open the “Business Travel Authorization Form”. 
(2) Fill in the purpose of the business trip. 
(3) Provide the travel destination and indicate whether you will be using a private vehicle (left for yes, 

right for no). 
(4) Indicate whether you will be taking a round-trip flight (left for yes, right for no). 
(5) Fill in the start and end dates of the business trip, along with the total number of days. 
(6) Click “Submit for Approval” at the top of the form. 
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5. Plant Overstay Reminder Form (Individual) 

 
(1) This form tracks the hours you stay in the plant premises beyond scheduled work hours. 

(2) English translation for the options: 異常日期/Abnormal Date, 應出勤時數/Scheduled Work 
Hours. 

(3) If you receive this notification, please pay attention to whether you need to report overtime. If it’s 
unnecessary, please avoid staying within the plant premises. 

(4) To confirm, simply double-click your mouse, and a pop-up window will appear. Select “OK”. 
6. Set up Approval Supervisors and Delegates 
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(1) In the basic personnel information search page, select the second option “By Name”, and the 

individual’s data will automatically appear in the first row. 
(2) Click “Set Approval Supervisor or Delegate”. 
(3) Choose the approval supervisor. 
(4) Select the first delegate and then the second delegate. 
(5) Submit it for approval. 

7. Faculty and Staff Repair Request Procedure 
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(1) Use the dropdown menu to select the available repair time. 
(2) Fill in the repair location. For administrative areas (left side): “Applicant”  “Unit Supervisor”  

“General Affairs”/ “Computer Center”. For residential areas (right side): “Applicant”  
“Residential Area Manager”  “General Affairs”/ “Computer Center”. 

(3) Provide the equipment name (if it’s for equipment maintenance, please provide photos or images 
and additional details) and specify the quantity of damaged items. 

(4) Describe the issue or damage. 
(5) Choose the payment type (left side for public, right side for private; for residential area repairs, it’s 

private). Select the suggested vendor (left side for none, right side if there’s a suggested vendor, 
and attach a price quote if available). 

(6) Indicate whether it’s for civil or electrical work. The cost department and budget number will be 
automatically filled in. If it’s not in a public area or residential area, you’ll need to modify the unit 
department code. 

(7) Attach files (photos of the damaged items and price quotes). When submitting a repair request, 
please include photos to help assess the repair method, which can also expedite the repair 
schedule.  

(8) Click “Submit for Approval” to send the repair request form. 
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8. Public Meal Box Request Procedure 

 
(1) Fill in the desired meal delivery time.  
(2) Please check whether you are using MCUT funds or funds from other sources. 
(3) If you select MCUT funds, please enter the cost department code. If you are using funds from 

other sources, please specify whether an invoice needs to be issued and provide the invoice 
recipient’s tax ID. 

(4) Provide a reason for the public meal request, such as the name of the meeting or event. 
(5) Fill in the delivery location for the public meal box (including building name, floor, and room 

name or number). 
(6) Select the type of meal box you wish to order and specify the quantity for each (vegetarian or non-

vegetarian). 
(7) Click “Submit for Approval”. The request will be routed to personnel responsible for processing 

public meal box requests after being approved by supervisors at the second level or higher. 
 



  Back to Home 

9. Public Facility and Equipment Reservation Procedure 

 

 
(1) Select “Reservation” and choose the meeting room you wish to book. 
(2) Enter the number of attendees. 
(3) Select your preferred date and time slot. 
(4) Provide a description of the event or activity. 
(5) After completing the information, click “Submit Reservation”. 
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V. EIP System(Edit and Publish) 
1. Add Event 

 
(1) Start by clicking “Add”. 
(2) Enter the event name and provide a brief description of the event. 
(3) Set up the event workflow, which may include options such as “Event Registration”, “QR Code 

Check-In (including raffles)”, “Survey”, and “Meeting Notifications”. 

(4) Choose the event category from the list (一般活動/General Event, 會議/Meeting, 社團活動

/Club Activity, 資安/Cybersecurity, 公文/Document, 輔導知能活動/Counseling and Skill-
building Activity). 

(5) Finally, click “Save”. 
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2. Add Event Registration Form 

 
(1) Enter the event title. 
(2) Enter the event location. 
(3) Provide a brief description of the event. 
(4) Set the registration deadline; the default is 30 days. 
(5) Enter a contact phone number. 
(6) Click “Next”. 

 
(1) Add questions for the registration form; the default question is “Will you attend this event?” 
(2) After a user answers all the questions, user information will be displayed, including 

“Account”, “Name”, “Email”, and “Unit”. If not needed, you can delete them using the blue 
buttons on the right. 

(3) Add recipients for the registration form. 
(4) Select notification methods, including “Tasks”, “Email”, and “Notify me via Email after Users 

Fill out the Form”. 
(5) Finally, select “Publish”. 
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3. Add QR Code Check-In 

 
(1) Enter the event name and provide a brief description of the event. 
(2) Enter the check-in location and set the check-in start and end times. 
(3) Choose whether you want to offer a raffle. Select “Yes” (top) or “No” (bottom). 
(4) After filling in the details, click “Publish” (the middle button). 

4. Add Survey 

 
(1) Set the survey type to either “General” (left side) or “Poll” (right side). 
(2) Enter the survey title and provide a brief description of the survey content. 
(3) Set the survey deadline; the default duration is 30 days. 
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(4) Enter your contact phone number. 
(5) Click “Next”. 

 
(1) Add survey questions, enter them, and click the left button at the bottom to save. 
(2) After users answer all the questions, user information will be displayed, including “Account”, 

“Name”, “Email”, and “Unit”. If not needed, you can delete them using the blue buttons on the 
right. 

(3) Add recipients for the survey. 
(4) Select notification methods, including “To-do List Items”, “Email”, and “Notify me via Email 

after Users Complete the Survey”. 
(5) Finally, click “Publish”. 

5. Add Meeting Notification 

 
(1) Enter the meeting title. 
(2) Set the time and enter the meeting location. 
(3) Set the chairman, recorder, attendees, and fill in the contact person and phone number. 
(4) Set the deadline. 
(5) After filling out the above details, click “Publish” (the button on the right). 
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Functions Commonly Used by International Students 
I. Student Information System 

1. Student Grade 

 
(1) Select the language. 
(2) Click “Grade”. 
(3) Select the item. 
(4) After selecting the desired academic year and semester, click “Select Academic Year/Semester”. 

2. Disciplinary Record 

The English translation for the options: 申誡/Warning, 嘉獎/Commendation, 小功/Minor Merit, 大功

/Major Merit, 小過/Minor Demerit, 大過/Major Demerit. 

3. Attendance Record 

The English translation for the options: 公假/Official Leave, 事假/Personal Leave, 病假/Sick Leave, 

住院病假/Hospitalized Sick Leave, 喪假/Bereavement Leave, 生理假/Menstrual Leave. 

4. Student Conduct 
(1) Log into the campus portal. 
(2) Click “Application” (Student Information System). 
(3) Click “Student Information”. 
(4) Click “Student Conduct”: Conduct grades will be presented in scores. 

5. Payment Notification 
(1) Log into the campus portal. 
(2) Click “Application” (Student Information System). 
(3) Click “System Management”. 
(4) Click “Payment Notification”. 
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6. Mail 

 
(1) Log into the campus portal. 
(2) Click “Application” (Student Information System). 
(3) Click “Student Information”. 
(4) Click “Mail”: Access the mail receipt and delivery system to check your registered mail and 

packages. 
 
II. Course Schedule List (URL) 

 
(1) Choose your admission year. 
(2) Select the college to which your department belongs. 
(3) Choose your student status: “Undergraduate”/ “Master's”/ “Ph.D”. 
(4) Select your department. 
(5) Click “Search”. 

  

http://210.240.241.15/AAS/frontshow/LinkCourseMasterList.aspx?&View=CML
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III. Graduation Eligibility 

 
(1) Click to expand for details. 
(2) Click “Completed Credits” for each module to search about the course details and your grades for 

that module. 


