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School Information
MCU University Calendar

M C U &Chinese/English Website A Calendar
(http://gsecy.mcu.edu.tw/en/content/calendar) ¢ Clike AiCalandarDownl oad o

Bus Schedules

MCUGs Chi nes e/ EATgdnspatationidobmationAeSchool 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

M C U &hinese/English Website A Transportation InformationA Transport and MapA Campus 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

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 versionA E-Request and E-FormA Log in with your faculty ID

number and password ACI| i ck oACIA WD le-Kr@amA Gl i ck on the bar @ASu
A My Re qA ®oonte gage 2 and find Form No.1802and c¢cl i ck on the {fiAca
mail Account ApBFillinthesetf ioom Rwonrdma |l i ck on ASubmito.

You may check the process of your email application by clicking on the bar fiRequest Historyo .

e-Form

| ') -
Logou -

Welcome to e-Form. User can manage forms, assign processor, submit forms, process forms, manage function's sgcurity, view form's reports

and all form requests' history, establish user phrase and appoint delegatee based on your application's security

Requests to Process

 suomices 0 prcesees o submitea o1

- No Data —

Suby sitted On

stem

Process History

My Requests

e

- No Data —
Request History Submit Form
Requests Awaiting Assignment
[~ Tromname ——cresor | ProcessedBy | Request Assgnmenton

-- No Data -
ation

Assignment History


http://www.mcu.edu.tw/

If you do not wish to use M C U @mail 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 MCUG6s email accout

Email account application usually takes 3 working days. For more information regarding MCU emaill
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 MQuery Salary Breakdown Recordoto inquire about your salary information.

Course Schedule

E Mg Make up/Canceled Class Applications
Logout | School Property Record
\gy 10 make-up grade
Query Salary Breakdown Record
- no.//C . t School I Attendance System
01106 | tica
e et aes ge Procedures
01115 | .
- ~ < uan Parking Permits for
07122 D1106 Practical Englsh | Teaching Hours Certification
01307 ki MCU Calendar

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.

ID{ARC) | Please input last six digits of bank Please input

number account number password L Ll

Part-time Teachers,



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.



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://wwwl.mcu.edu.tw/Apps/SB/SB_Site.aspx?PagelD=164

2. Key in your MCU faculty number and password.

2. Key in your MCU
faculty number &
password.
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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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- Clickon the Clickon the

bEp Chineseversionof Englishversionof
e-portfolio to e-portfolio
completeit. to completeit.

Gleial
6. Modify your e-portfolio.
7. Key in your information, including:
(a) Telephone number: If you d o nwshi 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. Clickonthe i S a \bton. Please make sure that you complete both the Chinese and English
versions of your e-portfolio.




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.

Il. The staff at the Registration Section willopenthei | n p uGraddPnegr cent age Pr oced
system from week 1 to week 2 on MCU calendar every semester.

lll. 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 : PE3/4a 1 H EBC1/2a H 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 d o nhéve 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. Clickonthe i S u b buittdn.o



A T T
et <='/ LN "
Ming Chuan University ‘> Faculty Information Network
Welcome W52 #login Faculty Personal Information
Make-up Exam Absence Ouery Course Schedule Course Plan and Syllabi
-} “' My Email Grade Percentage and Grade Query Make up'Canceled Class Applications Exam Schedule
[ Togout I Record of Teacher's 1 enve and punctuality School Property Record Password Change

Grade key-in via Netwotk 1 Daily Grade System

¢-Postfolio 1. Out and

ttendance System

~lasy ourse no./ Course name
01106 L1106 Fra 1
01115 D11 ¥
01122 D1106 Prac

¢ System

culation Svstem Teaching Evaluation Score Form

2 Hours Certification Course Leaming Outcome Assessment

Cars and Motorcycles

01307 (L1300 English lor Busmess MCU Calendar Oiffice hour
Tmu 141

University-wide Faculty Information
Course Schedule

Class Section Information

1)
Q1514 =

01316 |-

Dl list ¥
01320 = - Student Attendance Query Student List Class Grade Roster
oy o 13130 Busin
01524 =" University-wide Student Information
ia i Indr Class Sele, nfcrmation Individual Class Course Selection Exam Locations
L i BEnglah [or
OI411 (o ional f’ 2o Mid-term/Final Exams Dropped Name List

o1415 RASEE
IOIESR)

01"‘,_‘_1‘1:- Practical Enghish for
Prolessionals |

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 A Staff and Faculty System A Faculty Personal Information A Inputting Grade

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

Semester 20XX-XXA class

Courses DailyGrade Midterm Final Timefor Exams
( / 500 25% 25%
)Freshman(PEL/2) 0 (online test) (online test)
( /) o o o 100
Sophomore(PE3/4) 50% 20% 30% 100minutes
( I) o o 0 100
Junior(EBC1/2) 50% 20% 30% 100minutes
( /) o o o 100
Senior(PEPL/2) 50% 20% 30% 100minutes
0,
OverseasrouthVocationalTrainingProgram 100% 0 0
0,
Graduate SchoolEnglish 100% 0 0
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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

Information of Course Plans, Syllabi and Instructional Activity

l.  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.

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

lll. 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.

11



1. Login MCU System -> Staff & Faculty System -

Inhmuuutluu\d

Facu Parsonal Information
Mgy 15 Tt »
Grade Paronnge and Cads iy N op'Cacekd | s Apelications Lzm Sehadole 3

m&m Course PlenProposal and SbusOperin

Nt | BEANE jPestCJu'mOm BIERHE Past Couses Hody

1) #t:5% Data Operation * Find the cument teaching schedule and fillin the information of Course Plans & Syllabi for al of those classes.
2) miis g PastCourses Guery * Refertotheinformation/eference number -» (Academic Year First Semester Tem:{ ~Fall Semester /Academic Year. Second Semester fTem2,
~Spring Semester) -> Department Code: 01 (representELC) - check ofher eachers materials.

3) mupr past courses Modity * Revise the information for the courses you've taught in pre-semesters.
2. Twosets of information on four web pages are fo be filed in. They are the Course Plan/Proposal and the Course Syllabus. Each mustbe enteredinto both e Chinese and fhe English webpages
and could be written in English.
A Course Plan/Propasal : Six columns should be lledin. They are: ‘Prerequisite Course {554 ", Suggestions for Leamving Guidance S 323" Textbook 348", Text & Reference Naterial &% ', Teaching
Methods %% i and *Grading Policy %" Direction on pages 10-11 and Grade Percentage on page 9 is for your reference.
B. CoumSyllabus * Five coumns shoukd be filedin. Theyare: Unit 75", Points tobe covered 87 ", Course Objective 5% £ i, Teaching Methods % 772" and ‘Assessment Methods ¥t /3"

3. Any empty column will lead the system to show that you haven t completed that page.
4.Tips for using reference numbers :

(1) Cick Delete" : Firsy,delefe bothofthe Engish and the Chinese webpages of Course Syatiofthe class you are workingon. - You'l see twonew opfions: ‘General/ 4" and ‘Reference/&:%"

Fi} (88 Course No. y Course
4 &8 Course Name AanPrososal

(1) a.Towork on the English items ‘Course Syllabus(# %  writen in English)" :
Click "Reference” -3 give the reference number for Englishwebpage-) fillin"Weekly classroomhours™ and  check the box “Whether supply anather person to quote” click "YES" - click "Save tofile*

b. To work on the Chinese item “5( % (Course Syllabus written in Chinese)" : Click®# " give thereference number for Chinesewebpage  fillin™ 5 522 500 8" (Weekly classroom howrsjand  check

thebox 2 Z{E{ 1 7| " (Whether supply another personto quote) - click "YES" click */77% " (Save tofile)
Bt Course No
£ &8 Course Name
0w407
13y
Practical Engiish for Porlessional
(3) Weekly classroomhours -
irst Semester PE(01106/01108) PE3(O1206/01206) EBC1 PES(ON106) PEPY/PET(014%)
eehly classroom hours 1 1 ] ]
Semester PE2(01107/01105) PEIIR0N01209) 2w ) PERL/PER(11407)
Pldlydmmmlms 1 1 3 }

12



5.Course Plan ! First Semester

PET

PEf 1R S .- . ) B0 | PP | Advanced | | Advanced ] Advanced V GE2
First Semester 01108/ "'m um’ 01245 01208/ PES PET 017 01173 0n7s 01601
Courses 01108 (SRE) oos | V06| g
Prerequisite
c&d“mm Note
FTEHE

1. Attend class: Thisis the simplestwaytoleam howtostudy effectively. Ifyou donot goto ciass, you willnot know which tems are absolutely crucialto study. Inaddition, you willnotbe abietolisien
1o the lectures or obtain handouts.

2 Readahead: Gettingthe mainideainreading s central toeffective studying. Although this can seem hard to do when you are already so busy, iry o readthe matenal before you atiend the class. If
you accomplish this, then you will be exposed o the material a second fime. It could begin to cement new concepis and ferms. In addition, you can ask for clarification of anything you did not
understand during your readings.

Suggestions 3. Setaschedule: Beforeyouevenbeginto thinkabouttheprocessofstudying, youmustdevelopaschedule. ifyoudon'thave ascheduleorplanforstudying, thenyouwillnothave any way of
for Laarnd allocating your valuable time when the unexpected comes up. A good, well thought out schedule can be a fifesaver.
Guid " 4. Askquestions: ltisimportanttomake surethatyou getthe answersto yourquestions night away. Donot waitunilyouhavestudied the material severaltimesand youstil donotunderstandit. Get
help right away. Check teacher's office hours. Please see meif you have any kind of problem. Make an appointment with me or drop by myoffice hours. Dont wait untilthe final ierm comes.
PR 5 Participate! Give your best effort. Speak English in ctass and do the class activities and assignments.

6. Notardiness. Late work is not acoeptable Homework should he word-processed. Homework hand in late will receive a penalty. Work that is one week or more late wil NOT be accepted.

7.Quizzes and assignments dates wil be announced in class. There wil be no make-up quizzes. Youwil receive zefo grades for tat quiz. f you are absent, get assignments from a classmate or me. There
is no excuse for being unprepared.

8. Extra points will be given if you are participating in the Student Tutoring Program. Give your best effort in class!

Textbook  |Pathwaysin Pathwaysin | EastMeets | EAST meels

English English Skil Wesfin | WESTin

AHE | Fundamentalst Buiding! Engishs | Engishy
1.Longman Dictionary of Contemporary English hitp /www Jdoceonline. conV
Text BReference 2 Voice of America (VOA) hitp-www voanews con
Material 3 Studio Classroom % & hitp:info Ib meu edu twA080englishvindex php
4 R MR htip:/finfo.fib meu edu tw:B080/pong/index php
SEBW |5 TOEIC Preparation Courseexerciseship /idh b meu edu twiCkariy/Toele!

& TED: Ideas Worth Spreading hétp-/www ted.conv

Hour Distrb 35 Hour Distrb EE8858/H1F: | Hour Distrb 85 | Hour Distrib. g8 | Hour Distrio SAIAE: | Hour Distrb. BISE B Hour Distrib 424}

BENAE:  |Lechres AR BNRAE: IR mAR: | -Lectures 27 Lectures 8:27 | AR

Llecwres A7 [ Evams BT lechres #4810 |-lectres® | -Exams A7 Exams 27 Lo

Exams Hi8 | DiscussionReports 3 | -Exams WS | 810 onmmm DiscussionReports 315/ 4 Bams B
o %4 DscussionRepor | -Exams A6 | & Enperinenisniemsho JWIEIS | 10 conReo

Discussion/Repor Experimentsintemship i/ s 2/L4 | -DiscussionRep memm K&/ N Sum £3t54 s 10

Teaching | H®MED jgwc Egermenisire | oo e | B:16 Sum 2413
Methods Experiments/inte ] mehip NIV | &4 Sum 354 na
585k mship R/ 16 “Experments’n

K2 Sum £3t:36 temshp J&/

Online S11E) 5% (R0

L) Sum 43136

Sum &:36

Daily Grade:50% | Daily Grade: 100% Daily Grade: 50% 70% classroom performance; Daily Grade:100%

: 5% midterm;
Midtem:25% Miditern: Listening/Reading- 20% : ,
i i . 15% final exam (final in-class tesf)
Grading Policy | (onine fest) iy
HEEE | FnalBam25% ListeningReadng 20%; Wring-10%
(online test)
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6.Course Plan : Second Semester

] T LT R PEA BQ | P | Advanced ] Advanced V] Advanced VI 7]
pecond Semeser |, | MO | ) WEE | g | M| AR | om0z | o1t o
Courses ) e | o | ow | Ve
Prerequisit
eﬁrwm : Note
BHE

for Learning

LE

. Attendclass: Thisis the simplest waytoleam howtostudyeffectively. if you donot goto class, you willnotknowwhichitems are absolutely crucialtostudy. Inaddtion, youwillnot be able tolisten
0 the lectures or obtain handouts.

D. Readahead: Gettingthe mainideainreadingis centraltoeffective studying. Although this can seemhard o do when youare alreadyso busy, trytoread the material before you attendthe class. If
you accompiish this, then youwill be exposed to the materiala secondtime. It could begin o cement new concepts andterms. Inaddition, you can ask for clarification of anything youdidnot
understand during your readings.

B. Setaschedule: Beforeyouevenbegintothinkaboutthe process of studying, youmustdevelopaschedule. Ifyoudonthaveascheduleorplanforstudying, thenyou willnot have anyway of
alliocating your vatuable time when the unexpected comes up. A good, well thought out schedule can be a ifesaver.

. Askquestions: tisimportanttomake surethatyou getthe answersto yourquestions rightaway. Donotwaituntilyouhave studiedthe material severalmesandyoustill donotunderstandit Get
help nght away. Check teacher's office hours. Please see me if you have any kind of problem. Make an appointment with me or drop by my office hours. Don't wait until the final term comes.

. Participate! Give your best effort. Speak English in class and do the class activities and assignments.

F. Notardiness. Late workis notacceptable Homework should be word-processed. Homework hand in fate will receive apenalty. Work thatis one week ormore [ate wll NOT be accepied.

. Quizzes and assignments dates wil be announcedin class. There will be nomake-up quizzes. You wil eceive zero grades for that quiz. fyou are absent, getassignments foma classmate orme. Thereis

10 excuse for being unprepared.
. Extra oints wil be given ifyou ae paricipating inthe Student Tuloring Program. Give your besteffortin class!
Textbook  |Pathwaysin Pathwaysin | EastMeels| EAST meels
Engish Engish il Westin | WESTin
AHE | Fundanentas? Building2 Engist6 | Engishd
1.Longman DicBonary of Contemporary English ittp:www Icoceanline con/
2 Voice of America (VOA) hitp:www voanews com!
Tmm Tm 3 Studio Classroom &R http/info.lib mou edu tw:8080kenglishiindex php
4 83 hitp:Jinfo b mew.edu tw8080/pong/index phip
S%BH |5 TOEIC Preparation Courselexerciseshtip:/ch 1 meu edu twClarity Toel
£ TED: Ideas Worth Spreading hifp:/www fed com/
Hour Distrio 81 [Hour Distib 1548588651 | Hour Distrb 818 | Hour Distrb g | Hour Disr BEESRAR: | Hour Distrib BIRSHBAE: Hour Distrb 22
BERAE  |[Llecres 307 BEEAE | ERaE | Aeces 381 ectures .17 |ssmi
leres BT [Exams BT lecres 10 |lechrsly | Exams BT Exams BT —
Eams Yis  [DiscussonRepors i/l | -Ecams Fg6 | #10 Ommmm DiscussionRepors 134/15 4 ‘Bans A4
= x4 DiscussionRepor E_ﬂﬂlﬂﬁ Experiments/intemship RE/RE:16 mm
) DiscussionRepor - W |SHAESA | DiscussonRep f.wmmmmml Sum &3:54 & 0
Teaching  |isH#HED |y Exemensite |oisprgg | E16 S
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Instructional Activities 2
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 systemfic hec k!l i st 0:
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