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- ~ ¢ HEE Online Application Path
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NTNU Portal > Academic Affairs Information System (Student Version) > Information about Course Enrollment > Application for Course

Withdrawal

= ~ 23 342 Course Withdrawal Approval Process
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Submit your approval from (approval from approval from the approval from
withdrawal the course the Academic teaching assitant the departmental
application online instructor Advisor) /program chair
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Confirmation of
Course
Withdrawal
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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.
S MR FHEAEP LR/ R/ AL ERGE T R AR e
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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=~ ¥ itd % W] How to Use the System

V2

I. #&>YHF & open the application page (3 i¥ 1~2) (step 1~2)
YR AFHE - XY il §ANRBTEP 2 TR
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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HYATHEEB 4P Adding a course to the course withdrawal list (%% 3~5) (step 3~5)
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Check the box next to the relevant course. Select Apply for Course Withdrawal. Reading 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 ““. Check the message "I have read and accept the above content.", enter your student ID and click "Confirm".
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¥ B %2 KR % Write in your reasons for withdrawing from the course. (#%i% 6) (step6)
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HHgEsI T4 ri®ig P, The course has been added to Courses Selected for Withdrawal(d i 7) (step7)
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# 4L & ¥27# To check on the progress of your application’ s approval,
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go to Approval Process. (3% i% 8~10) (step8~10)
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ErAF Rz ;fr o 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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dod i AR FERF TR AL @, 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. (3% % 11~13) (step11~13)
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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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7. #%cH Canceling applications
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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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#L & & #5835 Inquiry into application progress and approval status
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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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9. ARp#FLE2 il & @ 5] Examples of automatic notifications sent by the system
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If an application has been submitted but not fully approved, each morning the system will automatically send the following message to the student:

sys@ntnu.edu.tw
FlEREE N RTAEZEA

UrsE @ntnu.edu.tw

[ || ik=fak o
LT R B e B AR R IR R e i R P 8 SR
AR ETRE RS R EME RSB R LEE » BT

RETEEERIZEMETE T [HHEHE] PEEERE  BERERET - RAE-TEEHREFERE -
SR ARA[ 1101 L07] e

KL E-Mail EHRFE SR - BBEIEEBEMT

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

sys@ntnu.edu.tw

= @ntnu.edu.tw

IG E-Mal HREFESISE » SR EREEEMHT o

| IBIE{RET » (S I2EHER R dRar 1101 003] » FRAEETBAREAM] FFRETTHE -

Y our course withdrawal application form has been rejected|

Dear OO0,
Following review, course withdrawal application form serial number for course

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

has not been approved.
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