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一、 線上申請路徑 Online Application Path 

校務行政入口網＞教務資訊系統（學生）＞選課相關＞歷次課程停修申請  

NTNU Administrative Portal > Academic Affairs Information System (student) > Course Selection > Application for Course Withdrawal  

 
二、 停修簽核流程 Course Withdrawal Approval Process 

 學生線上送出申請單後，系統會自動寄發 e-mail 給授課老師，且各關卡老師簽核後，隔日系統會自動寄 e-mail 通知下一位未簽核老師，但仍請

學生自行注意簽核流程是否於申請期間完成，如申請單未簽核，請主動通知未簽核的老師/助教/系(所)主任。 

After students submit their application form, the system will automatically send an e-mail to the course instructor. Following the instructor’s approval, the 
system will send an e-mail to the next party for their approval and signature . To ensure the approval process finishes within the application period, 
students should check on the progress of their application. If necessary, they should contact their instructor/TA/department (graduate institute) chair if 
their approval has yet to be submitted. 

 逾停修申請期間未簽核，視為老師不同意該停修申請。 

If a course instructor does not sign off on an application within the application period, the application for course withdrawal shall be considered as rejected. 
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三、 操作畫面圖例 How to Use the System  

 進入申請頁面 open the application page (操作 1~2) (step 1~2) 

如為本學期第一次申請停修，會先出現個資聲明及電話確認訊息。 
If this is the first time you are applying for a course withdrawal for the current semester, a message will appear displaying your student information and 
asking you to submit a contact phone number. 
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 單筆新增擬停修科目 Adding a course to the course withdrawal list (操作 3~5) (step 3~5) 
勾選要停修的科目，點選「申請停修課程」, 請閱讀注意事項後點選 Yes：「我已了解：應自行注意簽核流程是否於申請期間完成，如申請單

未簽核，應主動通知未簽核的老師/助教/系(所)主任，如逾停修申請期間未簽核完成全部流程，該課程不予停修。」 
Check the box next to the relevant course. Select Apply for Course Withdrawal. Confirm the message “ Students should pay attention to whether approval 
has been submitted by the necessary personnel within the Application Period. If their form has not been approved during the application period, their 
application shall be considered as rejected “. 
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 填寫停修原因 Write in your reasons for withdrawing from the course. (操作 6) (step6) 
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 該課程移至「已加入停修科目」The course has been added to Courses Selected for Withdrawal(操作 7) (step7) 
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 檢視簽核流程 To check on the progress of your application’s approval, go to Approval Process. (操作 8~10) (step8~10) 
已送出的停修單，該課程名稱後顯示「線上停修簽核未完成」，簽核情況請點選「簽核流程」查看。＊逾停修申請期間未全部簽核完成，視為

老師不同意該停修申請。After submitting the course withdrawal application form, next to the name of the course will appear the message Awaiting 

Review. To check on the progress of your application’s approval, go to Approval Process. ＊If a course instructor does not sign off on an application within the 

application period, the application for course withdrawal shall be considered as rejected. 
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 如果停修外校課程，請再執行「同意書上傳」If you are applying for a course withdrawal for a course taught outside of NTNU, 

please go to Upload Consent Form to handle the necessary procedures. (操作 11~13) (step11~13) 
請執行「同意書上傳」，請上傳外校授課老師同意停修的書面證明，例如 email 或外校的紙本停修申請單(須已簽核完 
成)，形式不拘，或可利用系統提供的同意書範本，自行列印紙本由外校教師簽核同意停修後上傳檔案。 
Please click Upload Consent Form to upload a consent form from the course instructor. This consent form may be an e-mail or a paper-based 
application form (which must be signed) from the instructor’s university. There is no standard format for the consent form. The instructor may also use a 
consent form provided by this system. The student should print out the form and give it to the instructor to be signed, after which it may be uploaded.   
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 撤單 Canceling applications 
點選「撤單」並確認後，申請進度顯示為「自行撤銷」 
停修課程如已經簽核完成，將無法撤單。 
Click Cancel Application,then the message Cancelled by Student with appear on the application progress page.  
Application forms which have already been approved and signed may not be canceled. 
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 請注意簽核情形 Inquiry into application progress and approval status  

點選要查詢的停修課程，再點選「簽核流程」 
停修申請單的簽核順序為：授課老師、導師(如停修超過 3 學分)、系所助教、系主任，必須全部審核同意。 
如均審核同意完成，學生可於停修申請截止日三個工作日後，自行登入教務資訊系統(學生版)於「我的選課」確認本學期已停修課程。 
Please click on the course you wish to inquire about, then select Approval Progress. 
Approval for an application for course withdrawal shall proceed in the following order: course instructor, academic advisor (for courses over 3 academic 
credits), departmental TA, departmental chair. For an application to pass, each party must submit their approval. 
Three working days after the course withdrawal application period, students may log onto the Academic Affairs Information System (student version) and 
under Selected Courses confirm that their application for course withdrawal has been recorded for the semester.   
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 系統自動寄給學生的通知信件範例 Examples of automatic notifications sent by the system 

 已送出的停修單，於未完成簽核前，系統將每日早上自動寄出下列通知信件給學生。 

If an application has been submitted but not fully approved, each morning the system will automatically send the following message to the student:  
 

 
 
 
 
 
 
 
 
 
 
 
 

Your course withdrawal application form has not been fully approved 
 

Dear OOO,  
The following submitted application form has not been fully approved as part of the online application process. We recommend that you contact your course 
instructor and ask that he/she sign off on the course withdrawal application. Please remember, if your course instructor does not sign the course withdrawal 
application form prior to the end of the application period, your application shall be considered as rejected.  
Application form serial number:___________ 
*This is an automatically generated email. Please do not respond to this message. 
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 停修單經簽核不同意後，系統將自動寄出下列通知信件給學生。 

If an application has not been approved, the system will automatically send the following message to the student.  
 
 
 
 
 
 
 
 

Your course withdrawal application form has been rejected 
 
Dear OOO,  
Following review, course withdrawal application form serial number_______ for course________ has not been approved. 
*This is an automatically generated email. Please do not respond to this message. 
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