R FAZH & YoiBdp 3]

Guidelines for Instructors Editing Course Syllabus
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The purpose of having course Sy”abus is prowdmg students course information

for course selection.
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Since Fall semester, 2022, the school week has officially adjusted to 16-week.
Please plan your course content and 16-week schedule, and update or upload

your syllabus.
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There are four parts of the course syllabus: Course Schedule and Topic, Teaching
Approach, Evaluation Criteria, and Course Material and Reference. All English
as a Medium of Instruction (EMI) courses should be editing in English. Instructors
should provide the English Curriculum Goals to the administrators of their

departments who should edit the Curriculum Goals on the system for them.
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The course syllabus online rate is included in the assessment of instructors’
teaching performance on “Teacher Performance and Department Achievement
Management System” and “The 15% Budget Allocation for Annual Material Fee
of Departments.” Please upload the syllabus before the date of announcement
of course schedule. However, the course syllabus online rate could be exempt
from the assessment under two circumstances: unable to upload the syllabus on
time due to the undecided instructors, or new add-in courses after the first day

of class.
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Login to NTNU Portal with your ID and password.
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Unfold “Educational Administration Related System” and click “Academic Information
System for Faculty”.
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After entering the system, unfold “Course Information” and click the button “Managing

Your Course Syllabus”. NTNU Academic System)

B ERERAE Kb KRAR (5) e

DEE « =] logout
Das= - IZP;\{H&‘ 1'23 Coursa Information EninSh
SO MmER =7 Oass Information (Location & Time)
g izi:EﬂuﬁE ) course Schedule
= %Fﬁﬁ\'ﬂ;ifiﬂil! =] Compulsory and Elective Courses for Each Department
) pemEa ) office Hours for Faculty Members
H+EuESNEN =7] Search a Course by Chinese/English Course Title
E eRERREREN %] search the Course Titles in a Given Semester
i o =] My Course Schedule
D RGERREEN(10558

) 03d Result of Course Evaluation{Applied 105 year ago)

=] Result of Course Evaluation
] Result of Teaching Assistant (TA) nce
<] Managing Your Course Syllabus ‘
(5) 4 EdAr > BRE b2 [SAem B ) F 80 73 ik o
Tick the checkbox of the course you plan to edit and click “Course Syllabus” tab to start
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ick the checkbox of the course you plan to edit.
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Choose your name in “Editing Instructor” section, and you can start editing content or

upload a PDF file instead in the “Teaching Schedule and Objectives” section.
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i A [Z2EEE T RE]) Editing your “Course Schedule and Topic” here. i
} (EMI SRFEFE DL JEEEH A EMI courses should be editing in ENGLISH. ) i

2L PDF £2_E {8 Or you can upload a PDF file here. | JE=m
(EMI RIZFELIFEEE s A EMI courses should be editing in ENGLISH. )
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Next, edit “Teaching Approach” and “Evaluation Criteria”.
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At last, edit “Course Material and Reference”.
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i A [£EZ&H ] Editing your “Course Material and Reference” here. i
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“Saved as default content” button: you could use this button if you are unable to
complete your editing at once (this is for temporary saved only; after you click the
“Upload this semester’s syllabus” button, students and administrators will see the
content). For the course that have already uploaded syllabus, the temporary saved
button will no longer be displayed. If you need to edit the content of your uploaded
syllabus, please click the “Upload this semester’s syllabus” button after finishing your

editing.

samE: g = o
Al - B ™ it &« TR K

i [HERERSETRAE] TR

Click “Saved as default content” button here to temporary saved your syllabus.
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For the course that have already uploaded syllabus this semester, the temporary saved button

will no longer be displayed. If you need to edit the content of your uploaded syllabus,
please click the “Upload this semester’s syllabus” button after finishing your editing.
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When you click "Saved as default content” button, a window will pop up and ask you
“This change will replace all the default content of the classes in the same course you
have not uploaded yet. Are you sure you want to save this change?” After clicking “Yes”,
another window will pop up and remind you “Successfully saved! This is a temporary
saved button, please click the “Upload this semester’s syllabus” button after you confirm

that the syllabus is completed.”

B This change will replace all the default content of the classes in the same
course you have not uploaded yet. Are you sure you want to save this change?
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| e Successfully saved! X
This is a temporary saved button, please click the “Upload this semester’s
®Z=2! syllabus” button after you confirm that the syllabus is completed.
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After finishing the editing and reviewing the syllabus are completed, please click the
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“Upload this semester’s syllabus” button (you have to complete editing four sections on
the system: Course Schedule and Topic, Lecturing Methodologies, Evaluation Criteria,
and Course Material and Reference). A window will pop up and ask you “Do you want to
save this change as your default content?” Please click “Yes” if you would like to make
this change, click “No” for no changing.

Do you want to save this change
as your default content?
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Yes No
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Upload this semester’s syllabus” button
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A window will pop up and remind you “Your syllabus is successfully uploaded, and the
default content is updated.” after you click the “Yes” button.

Hi =1 Your syllabus is successfully uploaded, X
and the default content is updated.
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EMI course instructors should provide their English Curriculum Goals to the
administrators of their departments who should edit the Curriculum Goals on the system
for them.
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