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1. 案件建檔流程教學 Documentation Process 

1.1. 學生案件新增(工作許可、補發許可)Add Students’ Applications(Work 

permit or Reissuance of a work permit) 

功能名稱 
Function 

學生案件新增 
Add Students’ Applications 

功能說明 
Description 

新增學生申請案件 
Add Students’ Applications 

操作步驟 Step 操作畫面 Operation Screen 

依「第二章學生帳號/密碼登入」

登入網站後，可透過「案件管理 > 

260_學生案件管理」頁面進行案件

之新增 

 

 
After logging in to the website 

according to the steps in “二 

Website Login”. Click “Case 

Management > Add students’ 

applications”. The webpage for 

adding applications will appear. 

 

點擊【新增申請案件】會導至約定

同意收受電子公文， 

點擊【同意】或【不同意】 

 

 

Click “Add application”. 

The website will guide you to 

the webpage to add. 

Agreement on Electronic Service 

Click “agree”or“disagree”. 
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案件新增成功!提醒您，儲存後自

案件修改日起保存七日!  
點選【OK】 

 

 

Add new application!Saved 

application without submission 

only kept for 7 days! 

Click “OK” 

 

»導至「Step1. 個人基本資

料」，確認後請點選【下一

步】。 

 

 
Leads to "Step1. Basic Personal 

Information", please click [Next] 

after confirmation. 
 

»導至「Step2. 就讀學校資料」

頁面，輸入所有必填欄位(前

有紅色星號*)資料， 

完成請點選【下一步】。 

 

 
Leads to "Step2. School 

Information" page, enter all required 

fields (red asterisk*) information, 

click Next button. 
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»導至「Step3. 工作許可申請

資料」頁面，輸入所有必填欄

位(前有紅色星號*)資料， 

完成請點選【下一步】。 

 
 

Leads to "Step3. Work Permit 

Application Information" page, 

enter all required fields (red 

asterisk*) information,click 

Next button. 

 
 貼心小提醒 

申請項目 

1.工作許可(申請新學期工作許可) 

2.補發許可(工作許可證遺失，申請補發原工作證) 

 

Confirm and choose the application items. 

1. Work permit (apply a work permit for the new 

semester) 

2. Reissuance of a work permit (apply for the 

reissuance of the original permit if it is lost.) 

Confirm and click “Add New Application.” 

»導至「Step4. 應備文件上傳」

頁面，請依應備文件欄位點選

請選擇檔案 

按鈕上傳， 

完成請點選【下一步】。 

 

 
Leads to "Step4. Upload 

Documents page,  please select 

the File button 

 to upload 
the document according to the 

Documents Field.Click Next. 

 
 貼心小提醒 

(單一 PDF檔案上傳大小限制 : 5Mb) 

有關應備文件之檢附，請至外國人在臺工作服務網查詢 

（網址：https://ezworktaiwan.wda.gov.tw； 

首頁>一般外國專業人士在臺工作），或電洽客服人員 

https://ezworktaiwan.wda.gov.tw/
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（電話：(02)8995-6000）。 

»導至「Step5. 審查費資料」

頁面，點選【繳費方式】，完

成請點選【下一步】。 

 

範例:【郵局繳費】 
預先至郵局繳費後，將「交易日

期」、「交易局號」及「郵政劃撥收

據編號」輸入審查費相關欄位 

 

 

Leads to "Step5. Review Fee 

Information" page, click 

[Payment Method], and click 

[Next] button 

After pay fee via post office, 

enter revising “transaction 

date”, entering “office 

code” and “receipt number”. 
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系統出現：您必須繳費且經系

統對帳成功，才能送出申請

案。 

繳費方式如下： 

郵政劃撥：繳費後經系統對帳

成功才能成功送出申請案。

(系統將於繳費後隔日中午對

帳) 

請您確認繳費方式，若有修改

或更換繳費方式，可能造成重

複繳費之情形。 

申請案費用:新台幣 100元。 

諮詢電話:02-2380-1720。，

點選【OK】按鈕。 

 
Your application will be sent 

out only if you have paid the 

fees and the system reconciles 

successfully. 

Fee payment methods： 

Postal remittance: application 

will be sent out if the system 

reconciles successfully 

(system will reconcile on the 

next day after remittance). 

Please confirm your payment 

method. If you change the 

payment method, duplicated 

payment might happen. 

Payment amount: NTD$100. 

Information hotline: 

02-2380-1720. 

Click “OK”。 
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»導至「Step6. 申請案檢視送

審」頁面，檢視確認資料是否

正確 

 

 
Leads to "Step6. The 

application review and submit" 

page to check all the 

information. 

 

，審查費入帳後才能送出申請

案，請等待入帳完成。 

 

(系統將於繳費後隔日中午對

帳) 

 

 

Only if the application fee has 

been paid  , that you can send 

the application.Please wait for 

the system to receive the 

payment. 

(system will reconcile on the 

next day after remittance) 

 
 貼心小提醒 

繳費後經系統對帳成功才能成功送出申請案。Postal 

remittance: application will be sent out if the system 

reconciles successfully. 
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對帳結果欄位系統顯示已入

帳，請點選 

【下一步-送學校審核】。 

 

 

The application fee result 

field shows that the  

application fee has been paid, 

click here 

【Next step - send to school for 

review】. 
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繳費方式 
繳費方式說明 系統需填寫欄位 

郵局繳費 
案件送審前，請至臨櫃繳費，索取相關

收據，將繳費資訊填寫至系統。 

繳費方式、郵局繳費日期、郵局劃撥

收據碼、郵局局號 

ATM 繳費 
案件送審後，系統會提供銷帳編號，請

利用網路銀行或實體 ATM 繳費。 
繳費方式 

台灣 PAY 

案件送審後，系統會導引至台灣 PAY 

QR-Code 畫面，請以手機台灣 PAY-APP

掃描。 

繳費方式 

（繳費方式簡介流程可參閱第六章繳費方式與案件送審）。 

 

 

 

Payment 

method 

Explanation of payment method The required field 

payment by 

post office 

Before the case is sent for trial, please pay 

the fee at the counter, ask for the relevant 

receipt, and fill in the payment information 

into the system. 

payment method, payment 

date,branch code and receipt number 

payment by 

ATM 

After the case is sent for review, the system 

will provide the write-off number, 

Pay the application fee according to the 

number by ATM. Or connect  the online 

post office to pay the application fee. 

payment method 

payment by 

Taiwan Pay 

After the case is sent for review, the system 

will be directed to the Taiwan PAY QR-Code 

screen, please scan it with the Taiwan 

PAY-APP. 

payment method 

（For an introduction to the payment method, please refer to Chapter 6 Payment 

Method and Case Submission）。 
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1.2. 學生案件新增(資料變更申請) Add Student Case (Data Change Request) 

功能名稱 
Function 

學生案件新增 
Add Students’ Applications 

功能說明 
Description 

新增學生資料變更申請 

Add Student Case (Data Change Request) 

操作步驟 Step 操作畫面 Operation Screen 

依「第二章學生帳號/密碼登入」

登入網站後，可透過「案件管理 > 

學生案件管理」頁面進行案件之新

增 

 

 
After logging in to the website 

according to the steps in “二 

Website Login”. Click “Case 

Management > Add students’ 

applications”. The webpage for 

adding applications will appear. 

 

點擊【新增資料變更申請案】會導

至約定同意收受電子公文， 

點擊【同意】或【不同意】 

 

 

Click “Add application”. 

The website will guide you to 

the webpage to add. 

Agreement on Electronic Service 

Click “agree”or 

“disagree”. 
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案件新增成功!提醒您，儲存後自

案件修改日起保存七日!  
點選【OK】 

 

 

Add new application!Saved 

application without submission 

only kept for 7 days! 

Click “OK” 

 

»導至「Step1. 個人基本資

料」，確認後請點選【下一

步】。 

 

 
Leads to "Step1. Basic Personal 

Information", please click 

[Next] after confirmation. 

 

»導至「Step2. 資料異動申請

資料」頁面，輸入原許可文

號、異動新舊資料及確認點選

公文領取方式， 

完成請點選【下一步】。 

 

 
Leads to "Step2. Data Change 

Application " page, enter the 

original work permit number, 

the new data and  old data 

imformation.  Please confirm 

the method of receving the 

official document.Click [Next] 
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»導至「Step3. 應備文件上傳」

頁面，請依應備文件欄位點選

請選擇檔案 

按鈕上傳， 

完成請點選【下一步】。 

 

 
Leads to "Step3. Upload 

Documents page,  please select 

the File button 

 to upload 
the document according to the 

Documents Field.Click Next. 

 

 
 貼心小提醒 

(單一 PDF檔案上傳大小限制 : 5Mb) 

(Single PDF file upload size limit: 5Mb) 

 

»導至「Step4. 申請案檢視送

審」頁面，檢視確認資料是否

正確，請點選【送學校審核】。 

 

 
Leads to "Step4. The 

application review and submit" 

page to check all the 

information. 

 

 


