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" . Document Processing
Regulations o L ds . .
Wenzao Ursuline *#* Guidelines

Document Processing Manual

.. Reference Guidelines for the Use of Generative Al by
X the Executive Yuan and Its Subordinate Agencies

Cyber Security Management Act

Legal Basis

Personal Date Protection Act

== Regulations for Document Processing

® (8) For official documents involving personal data, the following shall be
observed: Comply with the Personal Data Protection Act, the

I Cybersecurity Management Act, and the Executive Yuan and Its Agencies’
Incoming Gwdellr)es on the Use of Generative Al. Adhere to the relevant provisions
. Officidll » on confidentiality in the Manual of Document Processing — Section VIII:
DoE:ur_n_gﬁs Confidentiality of Documents.

® (2) The Document Section shall handle the receipt of documentsin
accordance with the following rules:

Vi

Document . - ;
Archiving - ® 9.Files containing personal data shall be uploaded in encrypted
J

3 ? form.
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01 Personal Data Maintenance
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Document Management System / Personal Data Maintenance /

Personal .
Data Personal Data Maintenance
lf\/laintena‘r}ce, -Have you received a notification?
o ~ -Systemldentity
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=z (02 Official Seal Setup

Official « Official Seal Setup
Seal -Document Management System / Personal Data Maintenance/ Title and Official
Seal Setup
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Personal  Personal Online Approval Tool Setup
Online -Document Management System / Personal Data Maintenance /

Approval , Personal Online Approval Tool Setu
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» Delegate Maintenance

- Document Management System / Personal Data
Maintenance / Delegate M

04 Delegate Assignment and Maintenance
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04 Delegate Assignment and Maintenance

« Delegate Maintenance(1)

-When taking leave, review delegate settings

It will be automatically generated after the leave request is approved. If it
has not been approved, it can be set manually.
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« Agent Maintenance(2)

Delegate. —Manual activation of Delegate mechanism
Malntenar:ce - Document Management System / Personal Data Maintenance / Document
rs Delegate Calendar
- Click on the date that needs an delegate / Enter the delegate maintenance
screen B

- Select eYes / Click Confirm, then it's done.
Activate Delegate
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« Modify Deadline(Incoming documents only)

Modify + Modification of deadline should be done within two days after the document is received.
Deadline « The modified date should not exceed the deadline specified in the document's content.
' " « The modified date must not be a weekend or national holiday.
-~ « Administrative Units: Case handler — With approval from the second-level supervisor — Send to

the Documentation Section for review.

+ Academic Units: Case handler — With approval from the department (institute) director — Send to
the Documentation Section for review.
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01 Personal Data Maintenance

« Document Creation / Basic Data Module / Personal Information

Personal Data Management
Maintenance —Enter contact phone number, fax, and email address
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QF=eumes. 02 Setup of Recipient Agencies (1)

Setup of * Add Recipient Organization, Address(1)

DI f 1. Document Creation / Basic Data Module / Recipient Organization Management
Recipient P 9 9
Agenci ’ 2. Under Shared Organizations, type the organization name to search, select the desired
F y organization, and copy it to your Personal Organizations
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O e 02 Setup of Recipient Agencies (2)

« Add Recipient Organization, Address(2)

1. Go to Document Creation / Basic Data Module / Recipient Organization Management/ Add
2. Enter the organization name, postal code, and address, then click Confirm
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e* EE o A oo 03 Role Assignment for Drafting and Signing

¢ Electronic Document Management System

1. Selectthe correct role for document initiation/drafting
2. Click Create Document
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« File Management Module / Open New File
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Qfseeeee. 04 Submission of Draft

« File Management Module / Open New File
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. F|Ie Management Module / Open New File
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QFweemes. 05 Workflow Configuration

+ Set the document workflow according to hierarchical responsibilities and authority allocation.

Configure the workflow based on the authority allocation announced by the Secretariat(Reference: Wenzao
Ursuline University of Languages — Detailed Table of Hierarchical Responsibilities)

-For multiple countersigning units, use the “CC Sub-Units” function (A// units in the CC Sub-Units must
complete their countersignature before the document handler can proceed with the document.)

-After final approval, if relevant units need to be informed of the approval result, use the “Copy Notification”
function.
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E*¥ MEREZAD YU Notes - Timeliness of Official Documents

« When taking leave, always ensure that your delegate in the document system
has been activated.

« Official documents should be processed immediately upon receipt. Please
check the electronic document system at fixed times every day.

« If the deadline needs to be modified, the reason must be stated and approved
by the supervisor within two days of receipt.

— The maximum extension is limited to the response timeframe specified in the
incoming document.

« Time limits for processing documents: Most urgent: 1 day, Urgent: 3 days,
Regular: 6 days

« For documents initiated or drafted within the university, the standard
processing time is six (6) days (Regular). The deadline cannot be modified.

« Monitoring and Evaluation of Delays:

— Each month, cases from units with an average processing time exceeding six (6) days
will be reported. Additionally, the staff members in the handling unit or reviewing
unit who took the longest approval/sign-off time (over 24 hours) must explain the
cause of the delay and propose measures for improvement.
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E AL L o Notes —Official DocumentsDrafting

e Document Format

— When preparing an official document, the numbering tools provided in the system
toolbar must be used.

— Failure to do so may result in formatting errors and prevent the electronic document
from being successfully transmitted.

e Document Approval

— The approval process must strictly follow the levels of authority defined in the
Delegated Authority Table.

— Do not make personal judgments about the importance of a document that would

bypass the prescribed approval levels, as this may cause delays in issuance and
archiving.

Q¥ meesmee.  Notes — Document Attachments

« Accepted File Formats
— File formats allowed for electronic document exchange include .pdf, jpg, and .odt
—  Note: Compressedfiles (e.g., .zip, .rar) cannot be exchanged electronically.
« Filit.ize Limits
— Asingle attachment must not exceed 5 MB, and the total size of all attachments
combined must not exceed 8 MB.
— File names must not containthe " symbol (other than the file extension), as this
may disrupt electronicdocument exchange.
« Final Version Requirement

— All outgoing document attachments must be uploaded to the Reference
Attachments Folder in PDF format.

— The uploaded file must be the final version after official stamping/seal application.
 Personal Data Protection

— If an attachment contains personal data, it must be encrypted using 7-Zip to ensure
data security.

12



2026/8/21

Q¥ =emes.  Notes — Document Attachments

« Attachments for Primary vs. Copy Recipients
— According to the document processing regulations, when a letter indicates “with
attachments,” this applies only to the primary recipient.
— Copy recipients do not automatically receive attachments unless otherwise specified.
« Indicating Attachments for Copy Recipients
— If attachments are to be included for copy recipients, this must be explicitly noted.
— For example:

« Cc: Ministry of Education (with attachments), Wenzao Ursuline University of Languages, Office of
General Affairs — Documents Section

« Cc: Ministry of Education, National Cheng Kung University Project Office (both with attachments),
Wenzao Ursuline University of Languages, Office of General Affairs — Documents Section
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Q¥ =mexses.  Notes — Official Document Issuance

« Approval for Issuance
— Drafts marked “Forlssuance” by the President (or authorized senior official) must
be finalized and converted from draft to official document before submission.
« Paper-Based Issuance
— Official documents and paper-based attachments must be submitted to the
Documentation Section by 3:00 p.m. for processing.
— Paper attachments must also be provided to the Documents Section to facilitate
same-day postal dispatch.
« Electronic Issuance
— Electronic documents may be submitted for processing at any time before the end
of the workday.
o Bulk Distribution Limits
— When sending documents to multiple recipients through electronic group
distribution, please note that the Ministry of Education Electronic Document
Exchange Platform imposes a limit of 500 recipients (including both primary and
copy recipients) per document number.
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==z Notes — Confidentiality

 Please comply with the provisions on general confidentiality as stipulated in
Article 69 of the "Document Processing Manual” (Executive Yuan,
September 2023).
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$*¥ B o AR D Revised Operation Manual for Official Documents
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* How to use reference documents?

O

&

‘t..f'

* Why are the “Online Approval Screen” and the “Draft
Preparation Section” not synchronized?

* These two sections operate independently. Updates
made in one section will not automatically appear in the

Ej other.

® Why can official documents be dispatched only in one format?
Official document dispatch must be carried out in only one way:
either Electronic Dispatch or Paper Dispatch.
3 4 When using Paper Dispatch, the recipient organization must receive
“@& J the paper attachments.

Y
w;»o
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* For any inquiries regarding the electronic document system,
please contact the following personnel

Documentation . FHEYE  fRZHE Ext. 2551, 2552
gy

System

Management ° Rt F L4 Ext. 2856
“Secti

Secretariat  + RISFIAHE Ext. 1112
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