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1、 [bookmark: _Toc492568111]系統資訊
1.1 [bookmark: _Toc492568112]入口1：系統連結
(1) https://tmy.ntu.edu.tw/awardDep/index.html
1.2 [bookmark: _Toc492568113]入口2：myNTU
(1) 登入myNTU 點選「研究生獎勵金-用人系所自聘」
1.3 [bookmark: _Toc492568114]瀏覽器：支援IE & Chrome
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2、 [bookmark: _Toc492568115]系統流程
(1) [bookmark: _Toc492566077][bookmark: _Toc492568116]
(2) [bookmark: _Toc492566078][bookmark: _Toc492568117]
2.1 [bookmark: _Toc492568118]單筆新增
(1) 「聘僱申請表單」暫存件待審件勞健保加保審核通過列印聘書
2.2 [bookmark: _Toc492568119]批次新增
(1) 「上傳Excel」(批次聘僱)「暫存件」確認資料待審件勞健保加保審核通過列印聘書
2.3 [bookmark: _Toc492568120]待審退回
(1) ..暫存件待審件單筆、批次退回


2.4 [bookmark: _Toc492568121]審核通過退回
(1) ..審核通過單筆、批次撤回生輔組審核(同意或不同意) 進歷史資料查詢
2.5 [bookmark: _Toc492568122]查詢及下載
(1) 提供以上聘僱資料查詢 及 檔案下載功能


3、 [bookmark: _Toc492568123]單筆新增
(1) [bookmark: _Toc393120653][bookmark: _Toc393120678][bookmark: _Toc393120746][bookmark: _Toc393120771][bookmark: _Toc393120820][bookmark: _Toc393120864][bookmark: _Toc393121599][bookmark: _Toc393121682][bookmark: _Toc393121852][bookmark: _Toc393121962][bookmark: _Toc393122575][bookmark: _Toc492556803][bookmark: _Toc492556892][bookmark: _Toc492557353][bookmark: _Toc492557433][bookmark: _Toc492557512][bookmark: _Toc492557583][bookmark: _Toc492557654][bookmark: _Toc492557725][bookmark: _Toc492559955][bookmark: _Toc492560922][bookmark: _Toc492562962][bookmark: _Toc492563725][bookmark: _Toc492564255][bookmark: _Toc492564936][bookmark: _Toc492565045][bookmark: _Toc492565203][bookmark: _Toc492566085][bookmark: _Toc492568124]
(2) [bookmark: _Toc492568125]
(3) [bookmark: _Toc492568126]
3.1 [bookmark: _Toc492568127]操作說明
(1) 欄位部分
有「＊」表示必填欄位，包含有
（A）校區：「總T 」或「醫T」
（B）用人單位：選擇學院及系所
（C）僱用別：「新僱」或「續僱」
（D）經費名稱：會依登入帳號帶出所屬經費名稱及代碼
（E）職稱：同短期經費
（F）月之酬金：輸入大於0金額
（G）僱用期限：系統會彈跳顯示月曆視窗, 點選僱用期限起訖即可
（H）身分：固定台大學生
（I）學號：輸入學號即帶出學生完整基本資料，不須每個欄位填寫,學生必須為在校生
（J）身份證：學號也會帶出身份證，如外籍生則帶出居留證號，需檢查是否填寫正確
（K）銀行代碼及銀行帳號：也會由學籍資料帶出，系統允許空白，非必填
（L）戶籍地址由學籍資料帶出，系統允許空白，非必填
（M）工作內容：可稍微描述工作內容，限80字，非必填
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(2) 確認資料正確點選「經費檢核及新增」。如為經費衝突則系統不允許新增；通過則新增成功，均有訊息顯示。
(3) 新增後的資料可至「暫存件」看到清單。

3.2 [bookmark: _Toc492568128]注意事項
(1) 學生必須為在校生
(2) 系統只開放聘任對應登入帳號對應系所權限之學生














4、 [bookmark: _Toc492568129]暫存件
(1) [bookmark: _Toc393121615][bookmark: _Toc393121698][bookmark: _Toc393121868][bookmark: _Toc393121978][bookmark: _Toc393122591][bookmark: _Toc492556819][bookmark: _Toc492556908][bookmark: _Toc492557368][bookmark: _Toc492557447][bookmark: _Toc492557518][bookmark: _Toc492557589][bookmark: _Toc492557660][bookmark: _Toc492557731][bookmark: _Toc492559960][bookmark: _Toc492560927][bookmark: _Toc492562967][bookmark: _Toc492563730][bookmark: _Toc492564260][bookmark: _Toc492564941][bookmark: _Toc492565050][bookmark: _Toc492565208][bookmark: _Toc492566090][bookmark: _Toc492568130]
(2) [bookmark: _Toc492568131]
(3) [bookmark: _Toc492568132]
(4) [bookmark: _Toc492568133]
4.1 [bookmark: _Toc492568134]操作說明
在「聘僱申請」提供申請端輸入完成後，資料暫存於「聘僱申請暫存」頁面。只要尚未傳送至短期經費資料均歸屬於暫存資料。畫面如下:
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(1) 編輯：點選編輯可繼續修改原資料，均會重新經費檢核提供輸入參考。修改結束點選『完成更新』。
(2) 複製：如聘任學生性質接近可重複複製資料，至暫存件，再點選編輯，修改即可。
(3) 刪除：刪除暫存資料。
(4) 批次傳送：可單筆、多選、全選傳送生輔組審核，狀態為待審件，可至待審件檢視資料。

4.2 [bookmark: _Toc492568135]注意事項
(1) 系統開放登入帳號對應系所權限之學生,不限只能檢視帳號建立的聘僱資料。
(2) 系統只開放聘任對應登入帳號對應系所權限之學生








5、 [bookmark: _Toc492568136]待審件
(3) [bookmark: _Toc393121619][bookmark: _Toc393121702][bookmark: _Toc393121872][bookmark: _Toc393121982][bookmark: _Toc393122595][bookmark: _Toc492556824][bookmark: _Toc492556913][bookmark: _Toc492557373][bookmark: _Toc492557452][bookmark: _Toc492557523][bookmark: _Toc492557594][bookmark: _Toc492557665][bookmark: _Toc492557736][bookmark: _Toc492559966][bookmark: _Toc492560933][bookmark: _Toc492562973][bookmark: _Toc492563736][bookmark: _Toc492564266][bookmark: _Toc492564947][bookmark: _Toc492565056][bookmark: _Toc492565214][bookmark: _Toc492566096][bookmark: _Toc492568137]
(4) [bookmark: _Toc492568138]
(5) [bookmark: _Toc492568139]
5.1 [bookmark: _Toc492568140]操作說明
在「聘僱申請暫存資料」點選批次傳送後，資料顯示於「已傳送待審」頁面。狀態為「待審件」。

[image: ]
(1) 檢視：檢視聘僱細節
(5) 複製：如聘任學生性質接近可重複複製資料，至暫存件，再點選編輯，修改即可。
(2) 勞健保加保：系統提供勞健保加保功能，資料會帶入欄位，再補填其他欄位，儲存／新增／列印均可。
(3) 待審撤回：如因故不需審核，可勾選單筆、多筆、全選，點選待審撤回，資料回暫存件。可至暫存件繼續編輯。
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6、 [bookmark: _Toc492568141]審核通過
(6) [bookmark: _Toc393121623][bookmark: _Toc393121706][bookmark: _Toc393121878][bookmark: _Toc393121988][bookmark: _Toc393122601][bookmark: _Toc492556830][bookmark: _Toc492556919][bookmark: _Toc492557379][bookmark: _Toc492557458][bookmark: _Toc492557529][bookmark: _Toc492557600][bookmark: _Toc492557671][bookmark: _Toc492557742][bookmark: _Toc492559969][bookmark: _Toc492560937][bookmark: _Toc492562977][bookmark: _Toc492563740][bookmark: _Toc492564270][bookmark: _Toc492564951][bookmark: _Toc492565060][bookmark: _Toc492565218][bookmark: _Toc492566100][bookmark: _Toc492568142]
6.1 [bookmark: _Toc492568143]操作說明
經生輔組審核通過之聘任資料，資料顯示於「已傳送待審」頁面。狀態為「待審件」。
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(1) 檢視：檢視聘僱細節
(2) 複製：如聘任學生性質接近可重複複製資料，至暫存件，再點選編輯，修改即可。
(3) 勞健保加保：系統提供勞健保加保功能，資料會帶入欄位，再補填其他欄位，儲存／新增／列印均可。
(4) 撤回申請：如因故須撤回申請，可勾選單筆、多筆、全選，點選「撤回」，資料至「生輔組」，待生輔組同意後，可至「查詢＆下載」看到歷史申請紀錄，無法至暫存件繼續編輯。

7、 [bookmark: _Toc492568144]審核退件
(3) [bookmark: _Toc393121628][bookmark: _Toc393121711][bookmark: _Toc393121883][bookmark: _Toc393121993][bookmark: _Toc393122606][bookmark: _Toc492556835][bookmark: _Toc492556924][bookmark: _Toc492557384][bookmark: _Toc492557463][bookmark: _Toc492557534][bookmark: _Toc492557605][bookmark: _Toc492557676][bookmark: _Toc492557747][bookmark: _Toc492559974][bookmark: _Toc492560941][bookmark: _Toc492562980][bookmark: _Toc492563743][bookmark: _Toc492564273][bookmark: _Toc492564954][bookmark: _Toc492565063][bookmark: _Toc492565221][bookmark: _Toc492566103][bookmark: _Toc492568145]
(7) [bookmark: _Toc492562981][bookmark: _Toc492563744][bookmark: _Toc492564274][bookmark: _Toc492564955][bookmark: _Toc492565064][bookmark: _Toc492565222][bookmark: _Toc492566104][bookmark: _Toc492568146]
7.1 [bookmark: _Toc492568147]操作說明
經生輔組審核退件之聘任資料，資料顯示於「審核退件」頁面。狀態為「退回」。
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(1) 檢視：檢視聘僱細節
(2) 複製：如聘任學生性質接近可重複複製資料，至暫存件，再點選編輯，修改即可。
(3) 勞健保加保：系統提供勞健保加保功能，資料會帶入欄位，再補填其他欄位，儲存／新增／列印均可。
8、 [bookmark: _Toc492568148]上傳EXCEL（大批上傳聘僱資料）
(4) [bookmark: _Toc393121634][bookmark: _Toc393121717][bookmark: _Toc393121889][bookmark: _Toc393121999][bookmark: _Toc393122612][bookmark: _Toc492556841][bookmark: _Toc492556930][bookmark: _Toc492557390][bookmark: _Toc492557469][bookmark: _Toc492557540][bookmark: _Toc492557611][bookmark: _Toc492557682][bookmark: _Toc492557753][bookmark: _Toc492559980][bookmark: _Toc492560945][bookmark: _Toc492562984][bookmark: _Toc492563747][bookmark: _Toc492564277][bookmark: _Toc492564958][bookmark: _Toc492565067][bookmark: _Toc492565225][bookmark: _Toc492566107][bookmark: _Toc492568149]
(8) [bookmark: _Toc492563748][bookmark: _Toc492564278][bookmark: _Toc492564959][bookmark: _Toc492565068][bookmark: _Toc492565226][bookmark: _Toc492566108][bookmark: _Toc492568150]
8.1 [bookmark: _Toc492568151]操作說明
提供批次聘僱功能，請直接點選「下載範本」依照欄位格式輸入聘任資料。
上傳資料系統會進行檢核，上傳成功會有「上傳按鍵」，失敗並有提示錯誤訊息參考，上傳的聘僱資料可於「暫存件」清單檢視。
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8.2 [bookmark: _Toc492568152]注意事項
(1) 輸入學號系統會自動帶出對應學籍資料
(2) 請下載範例來修改確保格式正確



9、 [bookmark: _Toc492568153]聘僱申請列印
(1) [bookmark: _Toc393121639][bookmark: _Toc393121722][bookmark: _Toc393121894][bookmark: _Toc393122004][bookmark: _Toc393122617][bookmark: _Toc492556846][bookmark: _Toc492556935][bookmark: _Toc492557395][bookmark: _Toc492557474][bookmark: _Toc492557545][bookmark: _Toc492557616][bookmark: _Toc492557687][bookmark: _Toc492557758][bookmark: _Toc492559985][bookmark: _Toc492560950][bookmark: _Toc492562989][bookmark: _Toc492563751][bookmark: _Toc492564281][bookmark: _Toc492564963][bookmark: _Toc492565072][bookmark: _Toc492565230][bookmark: _Toc492566112][bookmark: _Toc492568154]
(2) [bookmark: _Toc393121640][bookmark: _Toc393121723][bookmark: _Toc393121895][bookmark: _Toc393122005][bookmark: _Toc393122618][bookmark: _Toc492556847][bookmark: _Toc492556936][bookmark: _Toc492557396][bookmark: _Toc492557475][bookmark: _Toc492557546][bookmark: _Toc492557617][bookmark: _Toc492557688][bookmark: _Toc492557759][bookmark: _Toc492559986][bookmark: _Toc492560951][bookmark: _Toc492562990][bookmark: _Toc492563752][bookmark: _Toc492564282][bookmark: _Toc492564964][bookmark: _Toc492565073][bookmark: _Toc492565231][bookmark: _Toc492566113][bookmark: _Toc492568155]
(3) [bookmark: _Toc393121641][bookmark: _Toc393121724][bookmark: _Toc393121896][bookmark: _Toc393122006][bookmark: _Toc393122619][bookmark: _Toc492556848][bookmark: _Toc492556937][bookmark: _Toc492557397][bookmark: _Toc492557476][bookmark: _Toc492557547][bookmark: _Toc492557618][bookmark: _Toc492557689][bookmark: _Toc492557760][bookmark: _Toc492559987][bookmark: _Toc492560952][bookmark: _Toc492562991][bookmark: _Toc492563753][bookmark: _Toc492564283][bookmark: _Toc492564965][bookmark: _Toc492565074][bookmark: _Toc492565232][bookmark: _Toc492566114][bookmark: _Toc492568156]
(4) [bookmark: _Toc393121642][bookmark: _Toc393121725][bookmark: _Toc393121897][bookmark: _Toc393122007][bookmark: _Toc393122620][bookmark: _Toc492556849][bookmark: _Toc492556938][bookmark: _Toc492557398][bookmark: _Toc492557477][bookmark: _Toc492557548][bookmark: _Toc492557619][bookmark: _Toc492557690][bookmark: _Toc492557761][bookmark: _Toc492559988][bookmark: _Toc492560953][bookmark: _Toc492562992][bookmark: _Toc492563754][bookmark: _Toc492564284][bookmark: _Toc492564966][bookmark: _Toc492565075][bookmark: _Toc492565233][bookmark: _Toc492566115][bookmark: _Toc492568157]
(5) [bookmark: _Toc393121643][bookmark: _Toc393121726][bookmark: _Toc393121898][bookmark: _Toc393122008][bookmark: _Toc393122621][bookmark: _Toc492556850][bookmark: _Toc492556939][bookmark: _Toc492557399][bookmark: _Toc492557478][bookmark: _Toc492557549][bookmark: _Toc492557620][bookmark: _Toc492557691][bookmark: _Toc492557762][bookmark: _Toc492559989][bookmark: _Toc492560954][bookmark: _Toc492562993][bookmark: _Toc492563755][bookmark: _Toc492564285][bookmark: _Toc492564967][bookmark: _Toc492565076][bookmark: _Toc492565234][bookmark: _Toc492566116][bookmark: _Toc492568158]
(6) [bookmark: _Toc393121644][bookmark: _Toc393121727][bookmark: _Toc393121899][bookmark: _Toc393122009][bookmark: _Toc393122622][bookmark: _Toc492556851][bookmark: _Toc492556940][bookmark: _Toc492557400][bookmark: _Toc492557479][bookmark: _Toc492557550][bookmark: _Toc492557621][bookmark: _Toc492557692][bookmark: _Toc492557763][bookmark: _Toc492559990][bookmark: _Toc492560955][bookmark: _Toc492562994][bookmark: _Toc492563756][bookmark: _Toc492564286][bookmark: _Toc492564968][bookmark: _Toc492565077][bookmark: _Toc492565235][bookmark: _Toc492566117][bookmark: _Toc492568159]
(7) [bookmark: _Toc393121645][bookmark: _Toc393121728][bookmark: _Toc393121900][bookmark: _Toc393122010][bookmark: _Toc393122623][bookmark: _Toc492556852][bookmark: _Toc492556941][bookmark: _Toc492557401][bookmark: _Toc492557480][bookmark: _Toc492557551][bookmark: _Toc492557622][bookmark: _Toc492557693][bookmark: _Toc492557764][bookmark: _Toc492559991][bookmark: _Toc492560956][bookmark: _Toc492562995][bookmark: _Toc492563757][bookmark: _Toc492564287][bookmark: _Toc492564969][bookmark: _Toc492565078][bookmark: _Toc492565236][bookmark: _Toc492566118][bookmark: _Toc492568160]
(8) [bookmark: _Toc393121646][bookmark: _Toc393121729][bookmark: _Toc393121901][bookmark: _Toc393122011][bookmark: _Toc393122624][bookmark: _Toc492556853][bookmark: _Toc492556942][bookmark: _Toc492557402][bookmark: _Toc492557481][bookmark: _Toc492557552][bookmark: _Toc492557623][bookmark: _Toc492557694][bookmark: _Toc492557765][bookmark: _Toc492559992][bookmark: _Toc492560957][bookmark: _Toc492562996][bookmark: _Toc492563758][bookmark: _Toc492564288][bookmark: _Toc492564970][bookmark: _Toc492565079][bookmark: _Toc492565237][bookmark: _Toc492566119][bookmark: _Toc492568161]
(9) [bookmark: _Toc393121647][bookmark: _Toc393121730][bookmark: _Toc393121902][bookmark: _Toc393122012][bookmark: _Toc393122625][bookmark: _Toc492556854][bookmark: _Toc492556943][bookmark: _Toc492557403][bookmark: _Toc492557482][bookmark: _Toc492557553][bookmark: _Toc492557624][bookmark: _Toc492557695][bookmark: _Toc492557766][bookmark: _Toc492559993][bookmark: _Toc492560958][bookmark: _Toc492562997][bookmark: _Toc492563759][bookmark: _Toc492564289][bookmark: _Toc492564971][bookmark: _Toc492565080][bookmark: _Toc492565238][bookmark: _Toc492566120][bookmark: _Toc492568162]
(10) [bookmark: _Toc393121648][bookmark: _Toc393121731][bookmark: _Toc393121903][bookmark: _Toc393122013][bookmark: _Toc393122626][bookmark: _Toc492556855][bookmark: _Toc492556944][bookmark: _Toc492557404][bookmark: _Toc492557483][bookmark: _Toc492557554][bookmark: _Toc492557625][bookmark: _Toc492557696][bookmark: _Toc492557767][bookmark: _Toc492559994][bookmark: _Toc492560959][bookmark: _Toc492562998][bookmark: _Toc492563760][bookmark: _Toc492564290][bookmark: _Toc492564972][bookmark: _Toc492565081][bookmark: _Toc492565239][bookmark: _Toc492566121][bookmark: _Toc492568163]
(3) [bookmark: _Toc492563761][bookmark: _Toc492564291][bookmark: _Toc492564973][bookmark: _Toc492565082][bookmark: _Toc492565240][bookmark: _Toc492566122][bookmark: _Toc492568164]
(4) [bookmark: _Toc492568165]
(5) [bookmark: _Toc492568166]
(6) [bookmark: _Toc492568167]
(7) [bookmark: _Toc492568168]
(8) [bookmark: _Toc492568169]
(9) [bookmark: _Toc492568170]
9.1 [bookmark: _Toc492568171]操作說明
「聘僱申請列印」提供審核通過後，可單筆、批次「列印」聘僱申請書。
[image: ]

[image: ]
10、 [bookmark: _Toc492568172]代碼查詢
(11) [bookmark: _Toc393121652][bookmark: _Toc393121735][bookmark: _Toc393121907][bookmark: _Toc393122017][bookmark: _Toc393122630][bookmark: _Toc492556859][bookmark: _Toc492556948][bookmark: _Toc492557408][bookmark: _Toc492557487][bookmark: _Toc492557558][bookmark: _Toc492557629][bookmark: _Toc492557700][bookmark: _Toc492557771][bookmark: _Toc492559998][bookmark: _Toc492560963][bookmark: _Toc492563002][bookmark: _Toc492563765][bookmark: _Toc492564294][bookmark: _Toc492564976][bookmark: _Toc492565085][bookmark: _Toc492565243][bookmark: _Toc492566125][bookmark: _Toc492568173]
(10) [bookmark: _Toc492564295][bookmark: _Toc492564977][bookmark: _Toc492565086][bookmark: _Toc492565244][bookmark: _Toc492566126][bookmark: _Toc492568174]
10.1 [bookmark: _Toc492568175]操作說明
「代碼查詢」提供登入帳號可使用的所有經費代碼權限。便於批次上傳輸入使用。
[image: ]

11、 [bookmark: _Toc492568176]查詢及下載
(1) [bookmark: _Toc393121668][bookmark: _Toc393121751][bookmark: _Toc393121923][bookmark: _Toc393122033][bookmark: _Toc393122646][bookmark: _Toc492556875][bookmark: _Toc492556964][bookmark: _Toc492557424][bookmark: _Toc492557503][bookmark: _Toc492557574][bookmark: _Toc492557645][bookmark: _Toc492557716][bookmark: _Toc492557787][bookmark: _Toc492560014][bookmark: _Toc492560979][bookmark: _Toc492563018][bookmark: _Toc492563781][bookmark: _Toc492564298][bookmark: _Toc492564980][bookmark: _Toc492565089][bookmark: _Toc492565247][bookmark: _Toc492566129][bookmark: _Toc492568177]
(11) [bookmark: _Toc492564299][bookmark: _Toc492564981][bookmark: _Toc492565090][bookmark: _Toc492565248][bookmark: _Toc492566130][bookmark: _Toc492568178]
11.1 [bookmark: _Toc492568179]操作說明
提供歷史資料查詢及excel下載。
[image: ]
[image: ]
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