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School Information 

MCU University Calendar 

MCUôs Chinese/English Website ĄCalendar 

(http://gsecy.mcu.edu.tw/en/content/calendar) ŕ Clike ñ Calandar Downloadò 
 
 
 

 

 

Bus Schedules 

MCUôs Chinese/English Website ĄTransportation InformationĄSchool Bus Schedule (Teacher.Staff)  

https://web.mcu.edu.tw/en/content/transport-map-information-all 

https://web.mcu.edu.tw/zh-hant/content/  

 

 
 
 
 

Campus Map 

MCUôs Chinese/English Website ĄTransportation InformationĄTransport and MapĄCampus Map 

(https://web.mcu.edu.tw/en/content/transport-map-information) 
 
 
 

Parking Permit Application 

Make a payment for parking permit at the automated payment machine and take the receipts to the 

General Affairs Division on either campus for the parking permit. The locations for the automated 

payment machines are: in E101 on Taipei campus and on the first floor of Q Building on Taoyuan 

campus. For more information, please call Ms. Yu at extension 2230 on Taipei Campus or Linda at 

extension 5111 on Taoyuan Campus. 

Parking Permit Fees (each academic year): 
 

1) NT$2000 for full-time faculty and higher-level administrators. 
 

2) NT$500 for part-time faculty and student organization advisors. 
 

3) NT$200 for motorcycle parking (Taoyuan campus: Indoor motorcycle parking NT$400. Outdoor 

motorcycle parking NT$200). 

http://gsecy.mcu.edu.tw/en/content/calendar
https://web.mcu.edu.tw/en/content/transport-map-information-all
https://web.mcu.edu.tw/zh-hant/content/交通資訊整合頁面
https://web.mcu.edu.tw/en/content/transport-map-information
https://web.mcu.edu.tw/en/content/transport-map-information
https://web.mcu.edu.tw/en/content/transport-map-information
https://web.mcu.edu.tw/en/content/transport-map-information
https://web.mcu.edu.tw/en/content/transport-map-information
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Personal Information 

MCU Faculty Network System Password Changes 

The Human Resources Division will be issuing the newly-hired teachers their faculty ID numbers and 

passwords (the password is preset as your birthday: yymmdd). Please change your password 

after the first login. The year is in Taiwan Years, so please deduct 11 from your actual birthday year. 

For example: 590102 (the birthday would be January 2nd, 1970). For more questions regarding the 

password, please call Ms. Hsu from the Curriculum Section at extension 2583. 

 

 

MCU Email Account Application 
To apply for an MCU email account, please fill in an online application at http://www.mcu.edu.tw. And 
follow the following procedures: 

Change the website into the English versionĄE-Request and E-FormĄLog in with your faculty ID 
number and password ĄClick on ñWorkòĄClick on ñe-FromòĄClick on the bar ñSubmit Formò under 
ñMy Requestsò ĄGo on to page 2 and find Form No. 1802 and click on the ñAcademic Network E- 
mail Account Application Formò ĄFill in the e-form and click on ñSubmitò. 

 
You may check the process of your email application by clicking on the bar ñRequest Historyò. 

http://www.mcu.edu.tw/
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If you do not wish to use MCUôs email account, please provide Alison your current email address. 
However, in order not to miss out any critical information issued by the university, it is highly 
recommended that you apply an MCUôs email account. 

 
Email account application usually takes 3 working days. For more information regarding MCU email 
account application, please call Ms. Kung, Rei-Ping at extension 2555. 

 

Teaching Contract and Labor Insurance 

The Human Resources Division will mail out renewed teaching contract and paperwork for the labor 

insurance to part-time teachers every August. Teachers should sign and submit the return slip of the 

contract and the paperwork for the labor insurance back to the Human Resources Division. 

 

 

Salary Information 

You may use the ñQuery Salary Breakdown Recordò to inquire about your salary information. 

 
You will also need to key in the last 6 digits of your bank account number and a pin number provided 

by the Accounting Division in order to access to your salary information. 

 
 
 

 

 
Part-time Teachers, 
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Payroll Transfer Date for Part-time Teachers 
 

 

Fall Semester 

1. The salary for September will be transferred to your account in October because 

some of the classes has been closed after the students add and drop online course 

selection for Fall Semester. The salary for other months will be transferred to your 

account regularly on 22nd, every month. 

 
2. You will receive your salary on October 22nd, 20XX for September and October. 

 

Spring Semester 

1. The salary for February will be transferred to your account in March because some of 

the classes has been closed after the students add and drop online course selection for 

Spring Semester. The salary for other months will be transferred to your account 

regularly on 22nd, every month. 

 
2. You will receive your salary on March 22nd, 20XX or the beginning of April, 20XX for 

February and March. 
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Set Up Your E-Portfolio 

Please complete both the Chinese and English versions of your e-portfolio. Note that the Chinese 

e-portfolio could only be accessed and revised through the Chinese version of the Staff and Faculty 

system on the MCU website. Follow the steps below. 

1. Surf to the Chinese version of the MCU website. 

https://www1.mcu.edu.tw/Apps/SB/SB_Site.aspx?PageID=164 

2. Key in your MCU faculty number and password. 
 

 
 

3. Choose ñ ò. 
 

Choose the 

2. Key in your MCU 

faculty number & 

password. 

Chinese version. 

3.  

https://www1.mcu.edu.tw/Apps/SB/SB_Site.aspx?PageID=164
https://www1.mcu.edu.tw/Apps/SB/SB_Site.aspx?PageID=164
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4. Then, choose ñ Ṏֲ έΦ 

5. Select ñ έΦ 

 

6. Modify your e-portfolio. 

7. Key in your information, including: 

(a) Telephone number: If you donôt wish to disclose your personal phone number, you may key in 

the school phone number, Taoyuan campus: (03) 350-7001 ext. 5103 or Taipei campus: (02) 

2882-4564 ext. 2311. 

(b) Upload your photo. 

(c) Key in the other information. 

8. Click on the ñSaveò button. Please make sure that you complete both the Chinese and English 

versions of your e-portfolio. 

4.  

5.  

Click on the 

Chinese version of 

e-portfolio  to 

complete it. 

Click on the 

English version of 

e-portfolio 

to complete it. 
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Academic Information 

Inputting Grade Percentage Procedures  Grade Ratio 

Select pick up Final Exam Papers Location 

I. Only in-class teachers have to complete the aforementioned tasks. You do not need to 
key-in/revise any information for the responsible lab sessions. 

 
II. The staff at the Registration Section will open the ñInputting Grade Percentage Proceduresò 

system from week 1 to week 2 on MCU calendar every semester. 
 

III. The deadline is the second week of MCU calendar for each semester, (20XX-20XX). 

 
IV. Complete Filling in/revising the correct Grade Percentage online. 

 
V. Please confirm your fill-in online information before you click on Submit. The students will access 

to the website and read the online information. 

 
 

Reminder: 

1. Incorrect Grade Percentage Screen 

You will see the incorrect Grade Percentage Screen when you click on the "Inputting the Grade 

Percentage online" because the school system has already downloaded it. 

 
2. Key in the Correct Grade Percentage online before week 2 on MCU calendar 

Please key-in the Correct Grade Percentage online for all of your classes. 

(a) PE Courses :  PE3/4ȁ ףּ ԋ EBC1/2ȁ ԋ PEP1/2 

Daily Grade 50% (key-in 50) , Midterm Exam 20%, Final Exam 30% for the above 3 courses. 

 
(b) Non-PE courses: You have to key-in the grade percentage online according to your grade 

percentage. 

 
3. Pick up the Writing Answer Sheet 

3a. Full-time or Special Program Teachers: You can select where (how) to pick up your Final 

Writing Answer Sheet. 

3b. Part-time Teachers: The staff at the Curriculum Section will send the Final Writing 

Answer Sheet by prompt registered mail to you. You donôt have to select the pickup location 

in the system. The system has already shown . 

 
If you would like to change it (after your selection), please contact Alison at Taipei Campus or 

Tina at Taoyuan Campus. 

 
VI. Click on the ñSubmitò button. 
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Inputting grade percentage procedures: 

Make sure you key in the grade percentage within the first two weeks after the semester begins. The 

deadline for this task will be announced by email. Those who miss the deadline will be reported to the 

Registrar Section. 

Please follow the steps below in order to key in your grade percentage: 

MCU Homepage ĄStaff and Faculty System ĄFaculty Personal Information ĄInputting Grade 
 

Percentage Procedures ĄInput Grade Percentages for First Semester 20XX-20XX/ Second 

Semester 20XX-XXĄclass 

 
 
 
 
 
 
 
 
 
 
 

 

 
Courses 

 
Daily Grade 

 
Midterm 

 
Final 

 
Time for Exams 

  ( /  

)Freshman (PE 1/2) 

 

50% 
25% 

(online test) 
25% 

(online test) 

 

 

  ( / ) 
Sophomore (PE 3/4) 

 

50% 
 

20% 
 

30% 
100  

100 minutes 

  ( / ) 
Junior (EBC1/2) 

 

50% 
 

20% 
 

30% 
100  

100 minutes 

  ( / ) 
Senior (PEP 1/2) 

 

50% 
 

20% 
 

30% 
100  

100 minutes 

 
Overseas Youth Vocational Training Program 

 

100% 
 

0 
 

0 
 

 

Graduate School English 

 

100% 
 

0 
 

0 
 

 

https://www2.mcu.edu.tw/tea/Percent/teamain.html
https://www2.mcu.edu.tw/tea/Percent/teamain.html
https://www2.mcu.edu.tw/tea/Percent/teamain.html
https://www2.mcu.edu.tw/tea/Percent/teamain.html
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3
https://www2.mcu.edu.tw/tea/Percent/web22t2.asp?gyr=101&gsem=1&geyr=2012-3


11  

Information of Course Plans, Syllabi and Instructional Activity 

I. Only in-class teachers have to complete the aforementioned tasks. You do not need to 

key-in/revise any information for the responsible lab sessions. 

II. The deadline is the weekend before school starts each semester. 

III. Complete Filling in/Revising the Course Plan (Chinese & English), Syllabus(Chinese & English) 

and Instructional Activity online for each class. (Note: Submitted with a blank space will be noted 

as incomplete filled in online and the staff at the Curriculum Section will request you to complete it 

again.) 

IV. Please confirm your fill-in online information before you click on Submit. The students will access 

to the website and read these online information. 

 
Reminder: 

1. Incorrect Course Plan, Syllabus and Instructional Activity Online Screen 

You will see the incorrect Course Plan, Syllabus and Instructional Activity Online Screen when you 

click on the one of the above item online because the school system has already downloaded it. 

 
2. Key-in the correct Grade Percentage 

 
3. Reference Number Users 

 
** Please check the course name and information before you delete it. 

 

3a. Delete the Incorrect item 

For example: Delete the Course Plan 

 
3b. Add the correct Reference No. (key-in the correct Reference No. and correct information) 

3c. Click on the submit button. 
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Instructional Activities ּל 

How to count the Total Student Learning Hours for Instructional Activities: 
 ̧ Zero credit or 2 credit course =Minimum Total Student Learning Hours 108 hrs. 
 ̧ 3 Credit course X 18 Week X 3 = Minimum Total Student Learning Hours 162 hrs. 
Reminder: 

Teachers have to fill in equal or more than the numbers of the Total Student Learning Hours according 
to the above counting method. 

 

Please check if you have completed all the required entries on the system ñchecklistò: 
 


