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📍 系統位置 

登入「學生系統」後，請點選左側欄位「獎懲、銷過、服務學習與藝術護照認

證」。 

System Location 

After logging in to the Student System, click on the left-hand menu “Merits & 

Demerits, Expungements, Service Learning, and Arts Passport Certification.” 

 

 

📌 操作步驟 Steps 

步驟一：進入首頁，請先詳閱「藝術護照實施辦法」。 

Step 1: On the homepage, please read the “Arts Passport Guidelines” carefully. 

 

步驟二：於左側功能欄選擇【藝術護照申請】。 

Step 2: From the left-hand menu, select [Arts Passport Application]. 

 



步驟三：依系統指示填寫資訊並上傳照片，完成後點選「新增存檔」。 

Step 3: Follow the system instructions to fill in the required information and upload a 

photo. Once completed, click “Save New Record.” 

 

※ 若活動無票根，須先完成 200至 300字的心得撰寫，方可進行上傳。 

※ If the activity does not provide a ticket stub, a 200–300 word reflection must be 

submitted before uploading. 

 

 

步驟四：送出資料後，看到新增完成及成功。 

Step 4: After submitting, a message will confirm that the record has been added 

successfully.

 

 

(承接下頁 continued on next page)  



步驟五：系統將進行審核，結果會以「通過」、「不通過」或「請補件」通

知。 

Step 5: The system will then review your submission, and the result will be shown as 

“Approved,” “Rejected,” or “Resubmission Required.” 

 

※「不通過」：請於該學期最後繳交日前重新上傳。（上學期：12/31；下學

期：5/31） 

Rejected: Please re-upload before the final submission deadline of the semester. 

(First semester: Dec. 31 / Second semester: May 31) 

 

※「請補件」：系統會註明需修改的內容，請於該學期最後繳交日前完成補

件。（上學期：12/31；下學期：5/31）。若逾期未補件，系統將自動判定為

「不通過」，請特別留意。  

Resubmission Required: The system will indicate what needs to be revised. Please 

complete the corrections before the semester deadline. (First semester: Dec. 31 / 

Second semester: May 31) If not corrected on time, the system will automatically 

mark it as “Rejected.” Please take note. 

 

 

 

詳細送件內容請上學生系統點選「藝術護照認證申請」查詢。教師審核後，會

再另發「藝術護照認證結果通知信」，可至系統確認審核結果與目前狀態。 

 

For detailed submission content, go to the Student System and click “Arts Passport 

Application” to review. After teacher review, an Arts Passport Certification Result 

Notification will also be sent. You can log in to check the status and results. 

 

📣 提醒：若有任何系統操作問題，歡迎至推廣中心展演組洽詢。聯繫電話：

02-8512-8118/02-8512-8128。 

📣 Reminder: If you encounter any technical issues, please contact the EPC. 

☎ Tel: 02-8512-8118 / 02-8512-8128 


