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Academic Affairs Information and System Guidelines

LIPS S

Office of Academic Affairs

Made with GRMIMIA

Academic Affairs Information

Welcome to all new faculty members! To help you smoothly integrate into your teaching duties,

teaching duties, please take note of the following important points.

Notifications and Introduction to Systems
Announcements

Please familiarize yourself with the
Please to check your email regularly for teaching platform, grade submission
for important school notices. Some submission system, and leave request
announcements are also posted on the request system

the Registration and Curriculum
webpages, so we recommend checking
checking them frequently to stay
updated.

Made with GRRMA
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Important Notes

Beginning of the Semester

oSyllabus Entry
eClassroom Assignment Inquiry

eCourse Add Approval for Full Classes

Classes

2

Mid-Semester

eGrade Entry for 5-Year Junior College Year
College Year 1-3 StudentseMidterm

Academic Warning

eCourse Withdrawal Approval

3

End of the Semester
eTeaching Evaluation Survey
eFinal Grades Submission

eRetain Supporting Documents for Grades

for One Year

Syllabus

It is recommended to confirm midterm and final exam weeks in advance.

Ensure the syllabus is completed in full, clearly stating:
e Course Objectivese Course Schedulee Assessment Methods and Weightinge Upload of

Supplementary Materials or Other Teaching Resources

Course Add/Drop for Full
Classes and Withdrawals

=
Please review and approve requests online

according to the system announcements.

Important Notes (End of Semester)

Remind students to complete the Teaching Evaluation Survey.

Important Notes (End of
Semester)

Remind students to complete the Teaching

Evaluation Survey.




Grades

e Complete Academic Warnings
by the announced deadlinee
Submit Midterm and Final
Grades by the announced
deadlinese Midterm Gradese
Final Gradese Teachers can
make changes within the
system’s open periode Late
submissions may affect
students’ graduation and

transcript processing

Academic Warning

* Schedule: Follow the
announced timelinee Target:
Students with poor grades or

low attendancee Process:

1. Teacher evaluates student
student performance

2. Upload warning list to the
system

3. Students can check
warning results through
through the system

Leave Request System
System

Teacher Leave Process:

1. Submit a leave request
through the system

2. Arrange make-up classes

classes

3. Complete the leave form

when taking leave

4. Confirm whether the class
requires a make-up session
and notify students

5. If using Wednesday periods
8-9 for make-up, check
that students have no

conflicting activities
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Manuals

e Path: Academic Affairs Office Homepage - Curriculum Section e Path : Academic Affairs Office Homepage -> Registration

Section - Manuals

e Procedures for Entering Course Syllabi

e Procedures for teachers to review add a course

e Application for Class Rearrangement on-line

Section - Manuals

e Manual for the Grade-entering System

e Manual for the mid-semester grade alert system
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System Overview

IR | SECORM
Chinese Menu | English Menu
U Jinquiry module
= Sllogin module
= SJacademic affairs login
3 Course
verify(Double/Major/Minor
Program)- U (WA
)
3 Course
verify(International
Exchange Students)-iBi
L ETES
3 Application verify for
Double/Major/Minor
Program -MINM%/QEH/
AREIHER
3 Application for Relinguish
erity for

Double/Major/Minor
Program -EURM /MR
PREIER

&)

a procedures for entering
course syllabi-HAAEN A

Skey in students grades- 5
MBALR

3 input sports scores of
student - MERMBATFR

Jonline TA/TU evaluation-
TATURHE(FR(On-Line
Evaluation of TA and TU)

Rating BIERH RIS
REWEFIER

3 Distance Course Report
and Final evaluation
Signingi S5 iR N
BROEREEER

3 Memeber of Committee
ReviewZABEITHER

3 Review Withdrawing
Courses- MIFRIEHIETR

3 Review adding a course-
RNER SR

@ schedule change form
(Academic Affairs
Division) 5P MMM (%8
&)

Information service ->Application System - Information System - Log In Module -

Module - Academic affairs

() 1.Procedures for entering course syllabi

() 2.Keyin students grades

(@) 3.Review adding a course

(@) 4.Review withdrawing courses

Key in students grades

Continuous Assessment: Please note the total number of assessments and the number calculated before the midterm exam.
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Leave, Class Adjustment, and Make-up Classes

i Information service ->Application System - Information System -> personnel and salary module
& Clinquiw module

# login module
lapplications module
# _laccounting module
= IS MBS A EA
B fﬁpersonnel and salary module

# Jinformation

& &Jleave request

9 substitute duty chart-B%s

@) 1.leave request

(i) 2.schedule change form

fomnE—xn o kewmaes
9 B NEEH B 2
@ faculty/staff leave ik

request-26f - B IHEIEN R

2. fO : AN S
& Overtime orders apply

application-ANHE RS fESE
2 special project personnel
leave request-W#R A BIl{E
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& Transfer courses
Application Form-$#{EE£E
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2 Notification for Traveling
Abroad (in the case that
leave-asking is not
required)
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Thank You for Listening!

For any questions, please contact the Academic Affairs Office:
Registration Section

Curriculum Section

Q 2nd F., Administration Building

L 3426031 #2111

g a2a1001@mail.wzu.edu.tw
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