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Approval Path: NTNU Administrative Portal / Academic Affairs System / Course Withdrawal Approval System
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2 H % %7742 Course Withdrawal Application Form Approval Process
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Student submit approval from (approval from approval from
withdrawal . approval from the
vithc ) t_he course the Acgdemlc teaching assitant the departmen.tal
application online instructor Advisor) /program chair
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After students submit their application form, the system will automatically send an e-mail to the course instructor. Following the

Confirmation of
Course
Withdrawal

instructor’ s approval, the system will send an e-mail to the next party for their approval and signature.
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Shared courses with more than one instructor shall only require an approval of one instructor after which the application will be sent to the next party for
their signature.
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Information on academic advisors shall be found in the Office of Student Affairs Information System (Back-end user version) / Academic Advisor
Selection System.

A2EAEERNEEBEBRAMA
Information on departmental/program chairs shall be found in the Application for Leave of Absence System of the Office of Student
Affairs.
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1. §E#AM - BEF L& 7 F X Check the box next to the course name and then choose either Approve or Reject
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After logging onto the Course Withdrawal Approval System, you will arrive at the Pending Approval screen.
You may approve of all pending applications at once, or review them individually.

You can select Download to export an Excel file of the course withdrawal form.
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2. ¥BARIZH B g% ¥ 48 Viewing the approval process/history for a selected application form
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Check the box next to the course name, and then select View Approval History to see the approval status of the application.

In the example below, the departmental chair can see that the course instructor and departmental TA have already signed off on the form.

You can select Download to export an Excel file of the course withdrawal form.
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3. BALZE S Hu o s i} e73 A% Viewing all course withdrawal applications submitted by a student
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Check the box next to the course name, and then select View Applications by Student to see all the courses for which the student has submitted a course

withdrawal application.

In the example below, the academic advisor uses this system function to see that the student has submitted course withdrawal applications for three other
courses (English 101, which has been approved, and two other courses that are waiting for approval).
You can select Download to export an Excel file of the course withdrawal form.

If the student has already withdrawn from more than three (3) academic credits, a notification will appear stating Course Withdrawal Has Exceed Three Credits.

View Applications by Student
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4, Rt FAapdEF R A L d &4 @ Students are responsible for uploading the consent form of instructors for courses outside
of NTNU
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If a course is taught outside of NTNU, the approval/rejection of the course instructor should be stated in a separate form.

If the course is an Inter-collegiate Course or a National Sports Training Course the student is required to upload a consent form of the course instructor. This

consent form can be an email, or a paper-based consent form used by the instructor’s university.

The course withdrawal system (student version) also offers a non-NTNU course instructor consent form template. It is the student’s responsibility to print out
this form and give it to the course instructor to be signed, after which the student shall uploaded it into the system.
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5. 8L PR " * kR xi kR Changing opinion: From Rejected to Approved
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Select Already Approved/Canceled by Student. Check the box next to the course name then select Change Opinion. Approval results will then read Approved.

If you had already selected Approved, the application form will have been sent to the next party for their approval and it will not be possible to change your
opinion to Rejected.

Already Approved/Canceled by Student
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6. BAEB T LA LT “ﬁ-p #L Departmental TAs can check the application information for all students in the department
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This interface allows departmental TAs to check on the applications of any student enrolled in the department, including: applications which have not been
submitted, those pending approval, those approved, and those which have been cancelled by the student.
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You can select Download to export an Excel file of the course withdrawal form.

After choosing an application, you may select View Approval History.
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7. K3Lp & F B EEF U 0 FHALR 3 & § 123 & The system will automatically generate emails to remind course

instructors to act on an application
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If the course instructor has yet to sign off on a course withdrawal application, each morning the system will automatically send him/her a notification of the fact.

All co-instructors of a shared course will also receive the email.

sys@ntnu.edu.tw
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\Course withdrawal application form waiting instructor’s review\

Dear Sir/Madame,
You have one pending course withdrawal application form which requires your review. Please log onto the NTNU Administrative Portal/Academic Affairs

System/Course Withdrawal Approval System to submit your review of the application. Thank you.

This is an automatically generated email. Please do not respond to this message.
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