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教學綱要輸入作業操作說明 
Procedures for Entering Course Syllabi 

步驟 1：輸入帳號（教職員編號）及密碼，依隨機圖文顯示之內容輸入【隨機圖文】，再

點選【登入】 

Step1: Enter your account number (faculty/staff ID) and password. Type the letters and numbers 

shown in the “random text,” then click Log in. 

 

 

步驟 2：點選【校務資訊】，選擇【校務資訊系統（教務員）】 

Step 2: Click University Affairs Information System and select University Affairs Information 

System (Faculty/Staff). 
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步驟 3：點選【登錄】下的【教務登入作業】，再選擇【*教學綱要輸入作業】 

Step 3: Under Log in Module, select Academic Affairs Log-in Procedures. Then select 

Procedures for Entering Course Syllabi. 

 

系統將顯示為本學期所有任教課程。 

請點選連結，以查看「教學綱要輸入操作手冊」及各項相關說明。 

A list of all courses you are teaching in the current semester will be displayed. 

Please click the link to view the Procedures for Entering Course Syllabi and other explanation. 
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步驟 4：如需輸入非本學期任教課程的教學綱要，請下拉選擇學年與學期，按【確定】

後，即可帶出該學年學期任教課程。 

Step 4: To enter a course syllabus for a course not taught in the current semester, select the 

desired academic year and semester from the drop-down menu, and click OK. A list of 

your courses for the selected semester and academic year will be displayed. 

 

步驟 5：在欲輸入教學綱要的課程點選登錄，進入該課程的資料畫面。 

Step 5: Click the name of the course for which you wish to enter course syllabus. This will open 

the course information page. 
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步驟 6：依序點選第壹項及第參至拾項，於下方空白欄位輸入資料。每完成一項後，請點

選下方【存檔】，或直接切換至其他大項（系統將自動存檔）。 

Step 6: Please sequentially select Items 1 and 4 through 10, and enter the required information 

in the blank fields below. After completing each item, click Save at the bottom, or switch 

to another item to automatically save your changes. 

 

★貼心提醒：右上角設有倒數秒數，每 10分鐘提醒您儲存資料。 

★Tip: A countdown timer is displayed at the top right corner, reminding you to save your work 

every 10 minutes. 

 

 

若需使用「複製課程」功能（跨學期、同學期或不同課程複製），請詳見第 10至 12頁

「教學綱要複製」說明。 

To use the "Course Copy" function (copying courses across different semesters, within the same 

semester, or to different courses), please refer to pages 10–12 for detailed instructions on "Course 

Syllabus Copy." 
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★「貳、課程內容概要、課程學習目標、主要授課語言」將自動帶出各開課單位維護之資

料，若資料內容需修正或尚未維護，請向課程所屬開課單位提出修改申請。 

★Section 2. Course Content Synopsis Course Learning Goals Principal Languages of Instruction 

will be automatically populated with data maintained by the respective course offering unit. If 

the information requires correction or has not yet been maintained, please submit a request 

for modification to the corresponding course unit. 

 

參、系培育目標及核心能力以及學習目標 

請依培育目標及核心能力指標填寫學習目標。除系上即定目標外，如有其他補充目標，

請填寫於「其他」欄。 

Section 3. Please fill in the learning objectives based on the educational goals and core 

competency indicators. In addition to the goals set by the department, please enter any 

supplementary objectives in the "Others" field. 
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肆、學生先備知能、伍、教學學理基礎 

分別輸入資料後存檔即可。 

Sections 4 and 5 require data entry. Please save your work after completing each section. 

陸、授課資訊、教學平台、課程屬性、教學方法 

請依實際教學情況填寫。教學平台為單選，課程屬性及教學方法可複選，請依實際情況

勾選。 

Section 6. Please select the Instructional Platform (single choice), and choose Course Attributes 

and Pedagogical Methods (multiple choices) according to the actual situation.
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柒、評量方式與評分比例分配、課堂要求 

請清楚填寫評量方式與比例分配。若日後修正評分標準，請務必公告學生。 

Section 7. Please clearly specify the assessment methods and their respective weightings. If the 

grading criteria are revised later, be sure to notify the students accordingly. 

 
捌、教材、教科書、參考書目或網址 

本項目為多筆輸入方式，按下【存檔】後，資料將顯示於下方，可繼續輸入下一筆資

料。 

Section 8. This section allows multiple entries. After clicking Save, the data will be displayed 

below, and you can continue to enter the next record. 
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玖、教學用軟體 

「教學用軟體」欄位包括免費及付費軟體。若未使用軟體，請選擇「無」 

Section 9. The "Software" field includes both free and paid software options. If no software is 

used, please select "None." 

 
拾、課程內容與進度 

「週次」及「日期」為系統預設，請選擇欲輸入資料的週次（可複選或全選），並於下方

欄位填寫內容。輸入完成後，請點選下方【存檔】，或直接切換至其他大項，系統將自動

存檔。 

Section 10. The "Week" and "Date" are preset by the system. Please select the weeks for which 

you want to enter data (multiple or all selections allowed), and fill in the information in the 

fields below. After completing the entry, click Save at the bottom, or switch to another section 

to save automatically. 
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★貼心提醒： 

1.「與前一週資料相同」的複製功能，只需在該週的框內勾選，即可完成單週資料複製。

若欲將第 1週資料複製至第 2至 18週，請先完成第 1週資料輸入，然後在「全選」框

內勾選，即可一鍵複製至所有週次。 

2.參考上傳：完成「課程內容與進度」後，教師若有更詳細的補充資料希望提供學生參

考，請使用此功能上傳相關檔案。 

★Tips: 

1.To copy data from the previous week, simply check the box within the corresponding week to 

duplicate that week's data. To copy the Week 1 data to Weeks 2 through 18, complete the 

entry for Week 1 first, then check the Select All box to copy the data to all weeks. 

2.Additional Remark: After completing the "Course Content and Schedule," teachers who wish to 

provide students with more detailed supplementary materials can upload files using this 

function. 
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教學綱要複製 
Course Syllabus Copy 

 
注意：在進行複製前，請先返回前一頁的步驟一，選擇欲複製的學年及學期（來源），並

確認該學年學期已有開課資料後再執行複製。 

Attention: Before proceeding with the copy, please return to Step 1 on the previous page to 

select the academic year and semester (source). Ensure that course information exists for the 

selected academic year and semester before performing the copy.  

 

1. 選擇欲複製的學年及學期（來源）。 

Select the academic year and semester (source) you wish to copy from. 

2. 在已有教學綱要的課程後方，點選【複製課程】。 

Click Copy Syllabus next to the course that already contains a syllabus. 

 

3. 選擇欲將資料複製至的學年及學期。 

Select the academic year and semester to which you want to copy the data. 
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4. 勾選要複製資料的課程（即從A複製到B）。此處可選擇整份複製，或僅複製部分欄

位。 

Check the course to be copied from (i.e., copy from A to B). You may choose to copy the entire 

syllabus or only specific sections. 

5. 確認並送出。 

Confirm and submit. 

 

6.若系統提示「目的資料課程已存在資料，是否覆蓋」，請按【確定】。 

If the system prompts, "The target course already contains data. Overwrite?", click OK. 

 

7.系統顯示「存檔成功」時，請按【確定】。 

When the system displays "complete", click OK. 

 
 

A 

B 
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8. 系統將返回課程清單頁面。 

The system will return to the course list page. 

9. 在已完成複製的課程後方，點選【預覽】以查看內容。 

Click Preview to review the content. 

 

 

 


