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Description
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The purpose of constructing the course syIIabus is to provide students course

information for course selection.
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The university has officially adopted the 16-week semester system since Fall

2022. Instructors should plan their courses accordingly.
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The course syllabus editing includes “course schedule and topic,” “teaching
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approach,” “evaluation criteria,” “adjustment methods for students,” and
“course material and reference.” For English as a Medium of Instruction (EMI)
courses, all input should be in English. Additionally, please provide the curricular
goals in English to the department administrators, who will edit them into the

system for the instructors.
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The online posting rate of the course syllabus is one of the evaluation indicators
in the “Teacher Performance and Department Achievement Management
System” for instructor teaching performance 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
posting rate may be exempted from the evaluation under two circumstances:
unable to upload the syllabus on time due to the instructor not being assigned

yet, or the course is newly added after the semester starts.
1



- ~ #A2% & Course Syllabus

(1) 7+ H TS5

HWWR English

; English
News Discover More g
. 2022-04-15 « Study in Mandarin Training Center o LINK Journal
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Important Announcement NTNU willresume in-person T NINU Porcal e s
instruction starting April 18th, 2022 v
. 2022-04-11 * NTNU Library « NTNU Partner Institutions
“Career Exploration in English” : Promoting Academic- * NTNU Strategic Development Plan « NTU System
Industry Communication and Broadening Students’ 2020-2025
Horizons
* 2022-04-10

Education in NTNU ranked 26th in QS World University
Rankings by Subject 2022
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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

mRE « =] logout
He= - IZP;\{FI& 123 Course Information Eng“Sh
I WEER =7 Oass Information (Location & Time)
g izi:EﬂuﬁE £ course Schedule
3 wﬁml;ifiﬂilt =] Compulsory and Elective Courses for Each Department
o esmEmsy £ office Hours for Faculty Members
H+EuESNEN =7] Search a Course by Chinese/English Course Title
HeRERRIREN ) search the Course Titles in a Given Semester
B ann =1 My Course Schedule
D RGERREEN(10558

b uﬁ!!ﬂiimll ] 03d Result of Course Evaluation{Applied 105 year ago)

|y =] Result of Course Evaluation
. Susane . ] Result of Teaching Assistan (TA) nce
Hmmanen =] Managing Your Course Syllabus ‘
(5) 7 Efr BE 2 [FEmE] T REFHRERE-
Tick the checkbox of the course you plan to edit and click “Course Syllabus” tab to start

editing.
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|ck 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 (22 EEE T RE]) Editing your “Course Schedule and Topic” here. i
} (EMI ZRFEFE DL ZEEEHN A. EMI courses should be editing in ENGLISH. ) i
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Next, edit “Teaching Approach,” “Evaluation Criteria” and “Adjustment Methods for

Students.”
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At last, edit “Course Material and Reference.”

i i A [£2%EZEH] Editing your “Course Material and Reference” here.
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“Temporary Save as Default Content” button: you could use this button if you are unable
to complete your editing at once (this button only saves the file temporarily; you have
to click the “Upload to This Semester’s Syllabus” button for students and department
administrators to see the content). For courses that have already uploaded syllabus, the
temporary save button will no longer be displayed. If you need to adjust the content of
the syllabus, please click the “Upload this semester’s syllabus” button after finishing your

editing.
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Click “Temporary Save as Default Content” button here to save the syllabus temporarily.
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“Upload this semester’s syllabus” button

| E MR 5 - TR - |
| WMFBFERAF N TR R E R [ MEEAZAAR]
i For courses that have already uploaded syllabus this semester, the temporary save button will i

no longer be displayed. If you need to adjust the content of the syllabus, please click the
“Upload to This Semester’s Syllabus” button after finishing your editing.
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Note: Starting from Fall 2024, the course syllabus for the entire academic year shall be

completed in the first semester.
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When you click “Temporary Save as Default Content” button, a reminder window will
pop up: “This change will update the default content of all classes or groups taught by
the same teacher in this course you have not been uploaded yet. Are you sure you want
to save this change?” After clicking “Yes”, another window will pop up and remind you
“Saved successfully! This button only saves the file temporarily, please click the “Upload
to This Semester’s Syllabus” button after you’ve confirmed that the syllabus information

is completed.”

This change will update the default content of all classes or groups taught by the
gz same teacher in this course you have not been uploaded yet. Are you sure you |x
want to save this change?
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 #e This button only saves the file temporarily, please click the “Upload to This *
e—— Semester’s Syllabus” button after you’ve confirmed that the syllabus
=7 " information is completed.”
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After the instructor finishes editing the syllabus and confirms that all information is
completed, please click the “Upload to This Semester’s Syllabus” button (all four syllabus

sections must be fully edited before uploading: course schedule and topic, lecturing
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methodologies, evaluation criteria, and course material and reference.) A reminder

window will pop up: “Do you want to save this version as the default content?” To update

as the default content, select “Yes”; to not update, select “No.”

Do you want to save this version
X
as the default content?
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“Upload to This Semester’s Syllabus” button
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Selecting “Yes” will trigger a reminder window: "This semester's syllabus has been
uploaded successfully, and the basic settings of the course syllabus have been updated

accordingly!" This semester's syllabus has been uploaded
qs successfully, and the basic settings of the course X
z syllabus have been updated accordingly!
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EMI course instructors should provide the curricular goals of the courses in English to
their department administrators, who will edit them into the system for the instructors.
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