
調(補)課申請系統
Application for Adjusted (Make-Up) Courses
使用說明

INSTRUCTIONS



申請流程
Application Process

查詢、預約教
室

Inquire and 
reserve a 
classroom

Portal線上

調課申請

Portal online 
application

主任審核

Approval for 
Department 

Head
通過 Approved

自動發信通知
（主任/老師/
秘書/學生）

Automatic 
email 

notification 
(Head/teacher/
secretary/stude

nt)

補課

Make up the 
courses

上傳補課證明

(目前限圖像
檔案小於2MB)

Upload the 
supporting 
materials

(currently only 
image files 

smaller than 
2MB)

自動發信通知

主任確認補課

Automatic 
email to the
Department 

Head confirm 
make-up 
courses

結案

Complete the 
process

主任審核

Approval for 
Department 

Head
未通過 Denied

自動發信通知
（主任/老師）

Automatic 
email 

notification 
(Head/teacher)
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Portal線上申請畫面
Portal Online Application Screen
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Portal 
點選該課

Click on the 
course

課程內容

Course

調補課申請

Application 
for Adjusted 
(Make-Up) 

Courses



STEP 1
選擇要調課的
週次
Select the week you 
want to adjust
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教室確認提醒
Classroom Confirmation Reminder
若有異動，則會出現「請先確認教室已安
排或完成教室借用再行輸入！」的提醒。

If there is a change, there will be a reminder of 
"Please confirm that the classroom has been 
arranged or the classroom has been borrowed 
before entering!".

若補課的日期時間產生衝堂，會出現衝堂
的提醒。

If the date and time of the make-up class is 
conflicted, a reminder of the conflicted class 
will appear.
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審核中的狀態
Status of Waiting for Approval
勾選處會反灰，呈現無法選取，直到審核完成(通過、不通過)

The checkbox will be grayed out to indicate that it cannot be selected until approval is complete 
(Approved, Denied)
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清單及狀態
List and Status
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STEP 2
主任審核
Approval for 
Department Head 

主任專區
Head's area 審核 Approval

調補課審核
Adjusted 

(make-up) 
courses

「同意」會發信通知主任/老師/秘
書/學生

"Agree" will send an email to the 
Head/teacher/secretary/student

「不同意」會發信通知主任/老師

"Disagree" will send an email to 
Head/teacher

2024/9/16 元智大學教務處 OFFICE OF ACADEMIC AFFAIRS, YUAN ZE UNIVERSITY 8

可以直接點選「同
意」、「不同意」
You can directly click "Agree" 
or "Disagree"

點選「點我展開….」可看
到調課的內容。
Click "Click me to expand..." to see the 
content of the course adjustment.



STEP 3
老師完成補課，
上傳補課證明
After the make-up class is 
completed, upload the 
supporting materials

審核通過後，教師可上傳補課證明。

After approved, teacher may upload the supporting materials.

上傳圖檔：限2MB以下

Upload the proof document (maximum 2MB)
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STEP 4
主任確認補課
Department Head 
confirm make-up 
courses

主任點選「確認已補課」完成結案

Click “Confirm the make-up course has been done” to 
complete.

2024/9/16 元智大學教務處 OFFICE OF ACADEMIC AFFAIRS, YUAN ZE UNIVERSITY 10



秘書可於教務系統【3-15】查詢
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