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Request for an advance payment
預借公文
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Request for an advance payment 經費預借

System 公文系統：https://edoc2.tmu.edu.tw/TMUWEBAP/

A. Draft the message 公文製作
Select <簽> , template of the letter as below

選擇<簽>，內文參考如下

Flow 公文簽核流程
1.系所主管 (Department)

2.學院主管 (College)

3.財務處單位 (Office of Finance)

4.秘書處單位 (Office of Secretariat)

Attachment(s) 公文附件
1.外籍高階人才來臺實習試辦專案(IIPP) 學生名單

參考資料：https://www.tmu.edu.tw/Front/appsys/appsys05/Page.aspx?id=tS7zf0y8jbw=

(Sample 參考)

主旨：113年「外籍高階人才來臺實習試辦專案」，擬申請預借款
支付外籍實習生實習獎助金，如說明，陳請鑒核。

說明：
1、本計畫「113年外籍高階人才來臺實習試辦專案外籍實習生之
實習獎助金 (預算編號：112-3805-043-400)」擬支付實習生實
習獎助金新臺幣(金額)元。

2、實習生：(學生姓名)
實習期間：(完整區間)
實習獎助金（每月3萬元）：合計新臺幣(金額)元。
1. 第一期：(區間, 金額)
2. 第二期：(區間, 金額)
3. 第三期：(區間, 金額)

3、預借款擬撥入實習生報到之主持人實驗室(教師姓名及職稱)帳
戶，預借款擬於實習結束一個月內核銷完畢，懇請鈞長同意。

Please refer to the email

A

B

C

https://edoc2.tmu.edu.tw/TMUWEBAP/
https://www.tmu.edu.tw/Front/appsys/appsys05/Page.aspx?id=tS7zf0y8jbw=
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A

B

Select budget (instructions on following page)

Fill in the amount

Your ID no. 

Log in to the ERP 
system: http://tmueip-

web.tmu.edu.tw/eip.we
b/pages/welcome.jsf

Upload Request for an advance payment 經費預借專簽

Insert

Save and submit

http://tmueip-web.tmu.edu.tw/eip.web/pages/welcome.jsf
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Please select ñ其它經費ò Please select ñ=一級單位=ò

search

Select

It’ll appear on the main page (as below)

If you have further question regarding the payment process for this budget, please contact Chien-tai Shih (施千代) at the Office of Finance.

Chien-tai Shih (施千代)
Email: doris0105@tmu.edu.tw
Extension: 2036

ERP參考資料：https://www.tmu.edu.tw/Front/appsys/appsys06/Page.aspx?id=YrwNa7HatKs=

https://finance.tmu.edu.tw/front/test_about/Job/member.php?ID=dG11X2ZpbmFuY2UmSm9i&PID=37
mailto:doris0105@tmu.edu.tw
https://www.tmu.edu.tw/Front/appsys/appsys06/Page.aspx?id=YrwNa7HatKs=
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Reimbursement
請款核銷
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Log in to the ERP system: http://tmueip-web.tmu.edu.tw/eip.web/pages/welcome.jsf

http://tmueip-web.tmu.edu.tw/eip.web/pages/welcome.jsf
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A

B

C

Select “Finance (財務)”

Budget (預算執行)

For scholarship
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D

File in a new request
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Create an receiving account for the student 
(instructions on following page)
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Studentôs date of birth + first 2 

characters of their last name: 

YYYYMMDD+ first 2 characters of 

their last name (capital letters)

Studentsô full name Please select ñ校外人士ò

Studentsô contact no.

TMU address: 臺北市信義區吳興街250號

Studentsô home address

Studentsô date of birth

This step might take a day or two.
If you have further question 
regarding this step, please contact 
Yu-Yao Yen (顏聿遙) at the Cashier 
Section at the Office of General 
Affairs.

Yu-Yao Yen (顏聿遙)
Email: claire1009@tmu.edu.tw
Extension: #2331

Studentsô nationality

Submit

‘s name

https://ga.tmu.edu.tw/front/Cashier_Section/CS_2/member.php?ID=dG11X2dhJkNTXzI=&PID=35
mailto:claire1009@tmu.edu.tw
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Please select ñ免納所得--政府，國際機構、教育、文化、科
學研究機關、團體，或其他公私組織，為獎勵進修、研究或
參加科學或職業訓練而給與之獎學金及研究、考察補助費等ò

Your extension no.

Select budget (instructions on following page)

Please fill in the name of the 

program, name of the receiving 

student and the month of 

payment)

Save as draft/ Submit/ quit

Once the receiving account has been approved by the Cashier Section, you will be 

able to select the studentsô account with their date of birth + first 2 characters of 

their last name: YYYYMMDD+ first 2 characters of their last name (capital letters)

1 month (月) x amount or 1場次 x amount

Scholarship details including name of the 
program, duration, and breakdown

Insert

Upload the copy of the signed receipt and a photocopy of the studentsô passport separately.

Insert

Save and submit

Your ID no. 

If you requested for an advance payment earlier, please remember to select the payment to write-off

E.g. TEEP蹲點計畫學生獎助金, YYYY/MM/DD ïYYYY/MM/DD, total amount
TEEP 蹲點計畫學生獎助金, month(s), total amount
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Please select ñ其它經費ò Please select ñ=一級單位=ò

search

Select

It’ll appear on the main page (as below)

If you have further question regarding the payment process for this budget, please contact Chien-tai Shih (施千代) at the Office of Finance.

Chien-tai Shih (施千代)
Email: doris0105@tmu.edu.tw
Extension: 2036

ERP參考資料：https://www.tmu.edu.tw/Front/appsys/appsys06/Page.aspx?id=YrwNa7HatKs=

https://finance.tmu.edu.tw/front/test_about/Job/member.php?ID=dG11X2ZpbmFuY2UmSm9i&PID=37
mailto:doris0105@tmu.edu.tw
https://www.tmu.edu.tw/Front/appsys/appsys06/Page.aspx?id=YrwNa7HatKs=

