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登入系統

登入系統

▪ 正式區後台網址：https://enroll.wzu.edu.tw/manager/

帳號為職工編號
密碼與校務系統一樣

點擊「登入/Login」
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https://enroll.wzu.edu.tw/manager/
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登入系統

▪ 文藻首頁→快速連結區
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前台

登入後→後台

登入成功後，可看到此頁面

活動承辦人身份
可看見左方選單
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證書模組管理

建立證書底圖

1. 首先請先建立證書底圖圖片。

2. 底圖只須建立一次，若更換主管必須以編輯方式更改主管姓名。

3. 底下的主管姓名處可使用主管手寫簽名圖檔。

4. 請將各單位圓戳章掃描成圖檔，或從自雲端硬碟下載，網址：
https://drive.google.com/drive/folders/14ukSxo9ITlJbTA6eAC
bj7Oj6jQ9S3D3x 。

5. 「證書範本」在證書模組。
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https://drive.google.com/drive/folders/14ukSxo9ITlJbTA6eACbj7Oj6jQ9S3D3x
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請點選證書模組
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10

請按「新增」
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11

12

名稱規範：年月日單位名稱職稱姓名
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報名表單模組管理

系統已經有提供2組預設的表單，皆可直接選取使用，此2組只能複製，無法刪除：
1.預設報名表單
2.含用餐的表單
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點選眼睛符號，可以預覽表單欄位
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點選兩張紙符號，可以複製表單

輸入新的表單名稱

16
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在新增報名表單之前的說明

▪ 如果預設表單沒有所需的報名欄位，才需要用到新增表單。

▪ 新版系統報名表單可以讓多個活動重複使用，不用像舊版系統一個
活動只能用一個表單。

▪ 可利用上述步驟先把預設表單複製成新表單再編輯。

▪ 如果是單位的新增的表單，只有該單位才可以編輯及刪除。
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新增表單
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輸入單位名稱或研習名稱(*必填)

選擇所屬單位(*必填)

可稍微描述一下表單填寫說明
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可保留預設值，或改成「確認送出」等文字

可保留預設值，或改成「取消報名」等文字

可保留預設值，或改成「敬請於研習日期與會」等文字
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若先選擇會員欄位關聯，則欄位類型會消失變成不可選
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一般只有在帳號或
Email設定「是」以防重複報名 21

如果是複製或新增的表單除了「預覽」「複製」
還多了「編輯」及「刪除」的符號
由於一個表單可以讓多個活動使用，
不會影響已經報名的資料
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建立個資同意書

請先下載秘書室提供的個資同意聲明後
根據單位要蒐集的資料修正
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25

此為舊版範本，僅供參考。
請各單位依據活動修改紅
字部份。
修改後複製全部。
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2

1

3

27

將修改好的聲明書內容貼到此處

以單位或活動名稱命名以識別

建立活動
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1 2

29

30

*為必填欄位
*若為教師社群，請依照指定
方式設定活動名稱，並逐筆建
立。
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31

最常用到的選項

可由word直接複製貼上說明

32

可上傳海報或廣告橫幅圖檔
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1 設定活動開始日期時間與結束日期時間

2

3

33

34

設定前台公布日期與失效日期
失效日期建議設為學年結束日
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35

1選取單位與製作好的證書底圖

2輸入文藻+單位簡稱+證字，
*不用輸入第XX字號
*系統會自動產生流水號，不必設定。
*注意，此流水號不論前面簡稱為何，
都會自動產生流水號直到更換年度。

3輸入舉辦國家

5輸入活動實際舉辦地點

4輸入活動使用語言

36

6 輸入活動時數，以0.5(30分鐘)為單位，
若不滿30分鐘請以整數計算。

7 輸入報名通知的E-mail

預設自動帶入職編信箱
可視需求更改為職務信箱

8 輸入活動報名上限人數

9 選取個資聲明
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會帶入步驟一的相關資料，請再次確認

37

請輸入聯絡人資訊，建議姓名加上後面先生/小姐

38

若有議程/徵稿啟示等附件請
在此上傳。
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39

請選擇報名表單。

請設定報名開始及結束日期時間。
注意！兩者日期時間請勿晚於活動開始日期。

40

請設定前台顯示的已報名名單欄位。

請設定前台顯示的項目。

若要產生簽到表，請務必設定前台顯
示的已報名名單欄位。
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若使用Qrcode報到，報名人員會從Email收到一
組QRcode，現場工作人員利用手機進入系統需輸
入此處建立的密碼，再用手機相機掃描即可。
一般採用紙本簽到無需設定。
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可以複製網址貼到Email通知信當作報名連結

儲存更新成功後，即可在列表看到建立的活動

42
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建立活動：複製活動

如果活動內容差不多，或是分梯次的活動可以用複製活動的功能。
無需重新建立活動。

44
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使用編輯功能，即可修改活動時間等資訊，操作如「建立活動」的操作

45

建立活動：編輯證書底稿
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活動列表中，在已經建立的活動右邊的「操作」欄位，
點選信封圖示，即可編輯證書底稿文字內容。

47

48
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49

目前活動名稱及主辦單位名稱，系統會自動調整字型大小，
不需要再去手動設定大小。

按「預覽」之後即可套用底圖預覽已完成之證書

※原始碼勿變動



50

中華民國日期位置應在圓戳章底下，
必須回到底稿編輯調整。
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51

在空格處按Enter鍵或Delete鍵調整，再預覽查看是否有正確。

承辦人手動新增報名
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除了開放前台報名，承辦人也可點選「+」新增報名，
輸入姓名或職工編號，按下搜尋，一次只能新增一位。

53

參與者名單匯入/匯出
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點選此圖示可查看參與者名單
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請先下載範例檔 輸入職工編號與姓名後
存檔再上傳

56
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匯出簽到表

選擇「匯出簽到表」即可下載含單位姓名的word檔

58



30

電子簽到

點選此圖示，可使用
掃描槍或數字鍵輸入職編電子簽到

60
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報表

點選此圖示可查看參與者報表

62

直接按下搜尋
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63

可查看報到情形

活動辦理完成後簽核程序
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65

兩邊都選完再按下確認變更

主辦單位主管/計畫主持人，若有參與該活動，
則需將參與狀態：改為「主辦」
參與方式：改為「主持人(單位主管或計畫主持人)」

統一-變更參與方式

或選擇筆圖示，即可單獨編輯參與者各項資訊

66

個別-變更參與方式
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可個別修改參與時數

67

68

1.勾全選

2.按下「生成證書字號/聘函」
即可生成證書/聘函字號

(系統會自行判別，
只生成參與/主辦之證書，
不用自己一個一個勾選)
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選擇紅框，即可預覽證書，
若有問題，再到「活動列表」編輯證書底稿
※請務必下載主持人證書，送簽核附件必備!!69

簽核
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點選紅框送簽核

71

※有本校教師參與，就必須送出簽核，
以免影響參與教師權益!
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請依實際情況勾選
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若有附件，請選擇類型並上傳

73

請再次確認參與者的參與狀態等各項資料，若有誤請回參與狀態更改。

可從活動統計報表看到該活動教師、學生參與人數，以利填寫活動執行成效表

74
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重要補充：

※有本校教師(含教官職)參加之活動須於活動結束一個月內
至本校「活動報名系統」建置並完成簽核作業，並協助提醒
單位主管進行簽核。

Online Enrollment System
Event Creation Guide for Organizers
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System Login

▪ Official Backend URL：https://enroll.wzu.edu.tw/manager/

Account: Staff/Faculty ID Number

Password: Same as the School Information System

Click「登入/Login」
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System Login

▪ Wenzao Homepage → Quicklink → Online Enrollment System  

80

▪ Once login the Online Enrollment System, ‘Management Backend' (簽核作業/管理後台) is on the top right. 

https://enroll.wzu.edu.tw/manager/
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You can see this page once you successfully login

Event 

Organizers

can see this 

list on the left.

81

Certificate Module Management



42

Creating a Certificate Template / Background Image

1. Please create the certificate background image first. This background image only 
needs to be created once. If there is a change in unit heads or supervisors, update 
it by editing the existing module.

2. You may use image files containing the supervisor's handwritten signature.

3. Scan your unit's official round seal into an image file, or download it from the 
shared Google Drive link: 
https://drive.google.com/drive/folders/14ukSxo9ITlJbTA6eACbj7Oj6jQ9S3D3x 。

4. Go to Certificate Module (證書模組) → Click Add (新增).

83

Go to Certificate Module (證書模組) 

84

Click on Certificate Template  

https://drive.google.com/drive/folders/14ukSxo9ITlJbTA6eACbj7Oj6jQ9S3D3x
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Click Add (新增)

86
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名稱規範：年月日單位名稱職稱姓名

Registration Form Management
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The system provides 2 default form templates that can be used directly 

(they can be copied, but cannot be deleted):

1.  Default Registration Form

2.  Form with Meal Selection

89

Eye Icon : Preview form fields and layout

90
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Copy Icon: Duplicate an existing form to quickly start a new draft

Type in the new event title

91

Notes:

▪ Add a new form only if required registration fields are missing from 
the default form.

▪ In the new system, a single registration form can be reused across 
multiple events. 

▪ Use the above steps to duplicate the default form and make your 
edits.

▪ Custom forms created by a specific unit can only be edited or 
deleted by that unit.

92
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Personal Data Consent Form Management

Download the official Personal Data Statement template 

provided by the Secretariat.

Click on “Personal Data Consent List” (個資同意列表)
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95

Modify the highlighted red text 

according to your event or unit 

requirements, copy the full 

content, and paste it into the 

system consent form content 

field.

Add new form
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2

1

3

97

Paste the modified text here.

Name the template clearly by Unit or Event Name
for easy identification in future events.

Add

Event Creation 
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1 2

99

100

*Fields marked with an asterisk (*) 

are mandatory.

*For Faculty Communities, follow 

the designated naming rules and 

create events individually.
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101

Frequently Used Option:

Lectures, workshops, teacher learning communities, 

and other training events. 

You can copy-paste descriptions directly from Word file. 

102

Upload promotional banners/posters here.
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Set Event Start/End Date & Time.

2

3

103

104

Set Frontend Publishing Date and Expiration Date 

(it is recommended to set the expiration date 

to the end of the academic year).
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1. Select your Unit and the prepared Certificate Template. 

2. For Certificate Serial Number Prefix, enter 

'Wenzao + Unit Abbreviation + Cert. Type’ 
(Do not enter issue numbers like '第XX字號’; 

the system auto-generates sequential numbers).

3. Select host country

5. Select acutual Venue

4. Select language

106

6. Set Event Hours in increments of (30 min.).

If under 30 mins, round to an integer.

7. Set Notification Email 

(defaults to creator's staff email)

8. Set Participant Limit.

9. Select the appropriate 

Personal Data Consent Form.

10.
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Relevant data from Step 1 will be auto-filled. Please confirm again.

107

Please enter contact information (e.g., Name + Mr./Ms.).

108

Upload attachments (Agenda, Call for Papers, etc.).
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109

Select the Registration Form.

Set Registration Start/End Time 

(Must not be later than the event start date).

110

Please set the frontend display fields for the 

registered participant list.

Please set the frontend display items.

If you need to generate sign-in sheets, you 

must set which registered participant fields 

will be shown on the frontend.
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若使用Qrcode報到，報名人員會從Email收到一
組QRcode，現場工作人員利用手機進入系統需輸
入此處建立的密碼，再用手機相機掃描即可。
一般採用紙本簽到無需設定。

111

Copy and paste this URL into email 

notifications as the registration link.

After saving your updates successfully, you will be able to see the created event in the list.

112
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Copying Event

Use 'Copy Event' for recurring or batch events to save setup time. 

114
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Use “Edit Event” to update event time and other details.

115

Editing Certificate Templates
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Click the Envelope Icon 

to edit certificate draft content and verify signature/stamp alignments.

117

118
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119

Font sizes for the event name and organizer name will auto-adjust.

No manual setting is required.

Click 'Preview' to view the certificate with the background template applied.

※Please leave the source code unchanged.



120

The date should be placed under the round stamp. 

Please edit the template draft to adjust it.
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121

Use Enter or Delete in spaces to adjust, then click Preview to verify.

Save

Manual Registration & 
Participant Management
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Click the '+' icon to manually add participants by entering their Name or Staff/Student ID (one at a time).

123

Batch Import/Export
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Click here to check participants list.

125

Download the sample file. 
Fill in Staff/Student IDs and 

Names, save, and upload 

for batch registration.

126
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Export the Sign-in Sheet

Click here to download a Word document of the Sign-in Sheet.

128
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E-Sign-In

Click the Electronic Sign-In icon to check in participants using a barcode scanner or numeric keypad on-site.

130
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Reports

Click here to view participant reports.

132

Click “search”
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Here to see the participants’ Check-in Status

Approval Process After Event Completion
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Select both options and then click 'Confirm Changes.'

If the Unit Head / Project PI attended the event, update their Participation Status to 'Host'  

and Participation Role to 'Host / Chair.'

Update Participant Status for host participant(s)

Select here to edit

136

Update Participant Status for individual participant
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Adjust individual participant hours if necessary.

137

138

1.Select all

2. click 'Generate Certificate’ and the system will

automatically generate certificates for 

'Participated' or 'Host' statuses.   
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Click here to preview the certificate. 

Edit the certificate template if needed. 

CRUCIAL: Download the Host/Chair certificate

as it is a required attachment for approval process! 139

Submit for Approval



71

Click here to submit for supervisor approval

141

If any university faculty members participated in the event,

you need to submit the event for approval.

142

Please click here based on actual status
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If you have attachments, 

select a type and upload.

143

Please verify all participant details and status. If incorrect, return to 'Participation Status' to edit.

You can view the number of participating teachers and students in the event statistical report to

help you fill out the event performance evaluation form.

144
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⚠️ Important Deadline Requirement:

If any university faculty member participated in the event, the 
approval process MUST be completed within ONE MONTH after 
the event to protect faculty rights and official records.


