
PPT下载 http://www.1ppt.com/xiazai/

Instructions for NTNU’s 

Application System for Transcript & 

Other Records

Office of Academic Affairs
National Taiwan Normal University（NTNU）



Logging into the 
System1 Paper Document 

Application2

Electronic Document 
Application 3 Payment4

5 Electronic Document 
Verification

CO N T E N T



1

Logging into the System



After entering your student ID and email, click the “Send one-time password” button. 
The system will proceed to send a one-time use password to the email address you have entered 
(password is valid for 10 minutes and will become invalid after you log in).
Use this password and the captcha code to log in. 

Step 1：Log In



Click the“中文” button located in the top left corner of the page. 
The system will now be displayed in Chinese. 

Switching to Chinese Version



If you have forgotten your student ID number, click “Forgot Student ID ” Fill in the required 
fields and hit “Submit”. The Office of Academic Affairs will send the student ID number to 
the email address you have given (requests will be processed M-F).

♦ Forgot student ID number



Step 2：ID Card No./ARC No. Verification
Enter your ID number/ARC number as part of the identify verification step. Overseas 
students should fill in their ARC number that NTNU has on file. If you have forgotten your 
ARC number, click “Forgot ARC No.” and the Office of Academic Affairs will send the ARC 
number to the email address you have given (requests will be processed M-F).



Step 3：Service Guidelines
After reading service guidelines please click “Agree and 
Continue”.



Step 4：Confirm Student Information 

• If the student information on file 
is correct, click 

“Next (Paper Doc Apply)” or

“Next (Electronic Doc Apply)”or

“Track and Verify”.

• If there are inaccuracies with the 
student information on file, click 
“Student Information is 
Incorrect, please contact OAA 
(log out)” and contact the Office 
of Academic Affairs. 
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Paper Document 
Application



Step 1：Adding Application Items

♣ Please note: 
the paper document application 
interface can be switched to that for 
electronic document applications. 

 Enter Application Details page, then click on 
“Add an item”

 Choose application items (from dropdown menu)

 Choose number of copies (use arrows 
to increase/decrease no. of copies)



♠ Reissue Chinese/English diploma (limited to paper document)

3. To apply for a diploma, applicants 
should email a photocopy of the 
front and back side of their ID to the 
relevant Office of Academic Affairs 
contact window where the 
application will be reviewed. 

4. For those applying for English 
transcripts and English diplomas:
 Confirm that the Pinyin version of your 

Chinese name is identical to that found in 
your passport (upper and lowercase letters 
will be used in accordance with NTNU’s 
official style guidelines).  

 If your English name is not already in the 
system, please enter it in the “Note” field.

 If you find that your English name in the 
system is incorrect, please submit your 
passport photo to the Academic Affairs Office 
for correction.

1. The reissue of a Chinese/English diploma is limited to NTNU graduates. Please select your reason for the reissue. Once 
the diploma has been reissued, the previous diploma will be invalid.

2. English Diploma: “The English Degree Conferral Certificate” may only be applied for by those who graduated prior to 
the 2008 academic year. Limited to one (1) copy. “The English Degree Conferral Statement” does not fall under the 
above restrictions. 



Step 2： University seal (sending documents under the name of NTNU)

 If your document does not need to be officially sealed, check 
the “No” box and go directly to the next step of filling in 
mailing address and contact information. If a seal is necessary, 
check the “Yes” box and choose the number of copies 
necessary before clicking the “Next” button. 
(Diplomas cannot be sealed and only one (1) copy given)

 Enter Seal Details page, then click on “Add”.
 Click on student ID No.
 Choose items to be sealed (from dropdown menu).

 If the contents of the following document to be sealed is the 
same as the previous document, you can choose “from 
Document { } to Document { }” and then click on “Copy”.

If applying for a large number of sealed documents, you can sort 
them for easier viewing by clicking on “Order”.

After checking that the details of your sealed documents are 
correct, please click “Next”.



Step 3：Fill in Mailing Address & Contact Information
1. Fill in the necessary information in each field, then 

click “Next”.

2. For addresses outside of Taiwan:

1) For registered airmail (the default selection), 
you can pay directly on the system. Please 
check the post office website for estimated 
arrival time.

2) For letters to be sent with FedEx (estimated 
delivery time in 3 days), please note your 
choice in the “Note” field. Do not pay directly 
on the system. Please call or write to the Office 
of Academic Affairs contact person to modify 
the shipping fee first, after which your 
payment can be made. 

• Note: FedEx shipping fees fluctuates monthly 
and is calculated based on the destination 
and weight of the letter. Shipping fees are 
generally more than NT$1,000. Please first 
confirm you are willing to pay a fee of 
approximately this amount, before 
contacting the Office of Academic Affairs.

• Office of Academic Affairs Contact Person:
【Registrar’s Office】
【Graduate Studies Division】
【Gongguan Branch Academic Affairs 

Division】



Step 4：Confirm and Submit Application

 If your information is 
correct, click “Submit the 
order”. If you need to 
modify your information, 
click “Edit order details” to 
go back to the information 
page. 
At the bottom of the page, 
check the box next to 
“Reminder”.

 Confirm and submit 
application.

The page will show that your application orders 
have been successfully completed. Next step is 
payment.
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Electronic  Document 
Application



Step 1：Adding Application Items
 Enter Application Details page, then click “Add an Item”.

 Choose application items (from dropdown menu).

 There is no option to select “number of copies” for electronic documents. 
Each document may be verified three (3) times. 

♣ Please note: the electronic document application interface can be switched to that for 
paper document applications. 



♣ Certificate of ranking application (limited to undergraduates)

1. Each application is limited to one (1) certificate of ranking.
(1) The system-generated rankings are defaulted to show both department ranking and class ranking (group 

ranking). For departments that lack classes or groups, only the department ranking will be shown.

(2) You cannot apply for department ranking, class ranking (or group ranking) separately in the same application.

2. A certificate of graduate 
ranking in current academic 
year shall include all students 
who graduated in either the 
Fall or Spring semesters of the 
current academic year. Two 
weeks following the 
beginning of the next 
academic year (in September), 
the rankings will be 
announced and can be 
applied for. If you have any 
further questions, please visit 
the Register’s Office or the 
Gongguan Branch Academic 
Affairs Division. 



♣ English Diploma Application
1. To apply for a diploma, applicants should email a photocopy of the front and back side of 

their ID to the relevant Office of Academic Affairs contact person where the application will 
be reviewed. 

2. For those applying for English transcripts and English diplomas:
 Confirm that the Pinyin version of your Chinese name is identical to that found in your 

passport (upper and lowercase letters will be used in accordance with NTNU’s official style 
guidelines).  

 If your English name is not already in the system, please enter it in the “Note” field.
 If you find that your English name in the system is incorrect, please submit your passport 

photo to the Academic Affairs Office for correction.



Step 2：Fill in Mailing Address and Contact Information

Recipient Email: Ex: email address of overseas university or a third-party verification body.

Notes to Recipient: Optional. Application serial number or 
overseas university serial number can go here.)

CC: Optional. Applicant email address can go here.

◆ Each application is limited to one (1) email recipient (with an option to CC a copy to yourself). If you need to send a 
document to multiple email addresses, it will be necessary to submit an application for each different address. 

◆ Note: If you are sending your documents to a World Education Services (WES) certification body, since the WES does not 
accept documents over email, in the “Email to” field, please enter the email address of your contact person at the 
Registrar’s Office/Graduate Studies Division/Gongguan Branch Academic Affairs Division for your particular 
department/graduate institute. The contact person will then upload your document to the designated WES body using a 
Secure File Transfer Protocol (SFTP). When filling out your application, please remember to include the reference number 
（7 digits or PTTC+7 digits, such as 6123456, PTTC2001009）in the field “Notes to Recipient”.      

Department (graduate institute) contact window email: 【Registrar’s Office】/【Graduate Studies Division】/【Gongguan
Branch Academic Affairs Division】



Step 3：Confirm and Submit Application
 If your information is correct, click “Submit the order”. If 

you need to modify your information, click “Edit order 
details” to go back to the information page.

 Confirm and submit application.

 This page will show that your application order has been 
submitted. The next step is payment.
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Payment



Step 1：Select Your Order for Payment
 If you have multiple orders and want to pay for them together, click “Select 

Unpaid Orders” to select all unpaid orders at once. 
 Applications for paper documents and electronic documents are separate ; 

however, their associated fees may be paid at the same time. 
 Click “Next, payment”.



Step 2：Enter the Online Payment System and
Select Payment Method

Payment Method: 

 Credit Card

 LINE PAY

 Payment at counter (if you 

wish to use an online bank 

transfer, please select this 

option for routing number)

 WebATM (Requires both 

an ATM card and a card 

reader)



♠ Payment Method: Credit Card



♣ Payment Method - LINE PAY



♥Payment Method -Payment at counter



Step 3：Track and Verify
 After confirming submission of payment, please do not refresh the page so to avoid the chance of repeated 

payments. Once the payment has gone through, the progress column will show your order as “Application paid”. 
This marks the end of the application process. 

 If payment was successfully received, but your payment status has not changed or transaction results are not 
displayed, please contact the appropriate contact person (please do not delete the order yourself).

If you want to check progress of 
your previous orders after logging 
out, on the system’s homepage, log 
in again and then select the “Track 
and Verify” button.
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Electronic Document 
Verification



Step 1：Recipient receives email (Chinese/English version)

1) Once payment has been submitted, the documents 

will be sent out by the Office of Academic Affairs in 1-

3 working days. If the applicant has written his/her 

email in the “ Carbon Copy” Email field, they will 

receive a copy of the documents at the same time. 

2) The recipient should follow the instructions in the 

letter or PDF electronic document and go to the 

NTNU official verification website for verification.

https://ap.itc.ntnu.edu.tw/DocuCertWeb/verify?l=en

◼ Note: The PDF document is available for 

electronic viewing only. It may not be printed 

or otherwise converted into a physical copy 

(printing functionality will be locked).

Official verification website 

PDF document

Notes to Recipient

Notes to Recipient

Official verification website 

Official verification website 

https://ap.itc.ntnu.edu.tw/DocuCertWeb/verify?l=en


Step 2：Electronic Document Verification
1) Log into the NTNU verification 

webpage. Click “Upload File” to 

select the document to be verified 

or drag the electronic document 

into the dotted line box. 

2) After selecting the file, click 

“Verification” to view verification 

results.

3) Each electronic file can be verified 

for a total of three (3) times. If more 

verification is needed, a new 

application will be required.



Step 3：Verification Results 

Verification Success：
Upload the correct file and the verification times have 
not been used up.

Verification Warning：
means that you have already used up the number of 
verifications available to you for this specific document. 
For more verifications, please reapply.



Verification Failed：
Non-valid files were uploaded 
(e.g. non-PDF files or compressed files)

Verification Failed：
Possible reasons for failure are:
The electronic documents were not those issued or 

verified by NTNU. 
The electronic documents were modified by others.
The documents were invalidated (e.g. student status or 

diploma was revoked).

Step 3：Verification Results 


