
Online TA Application Instruction



Click the link and then log in

https://www.is.cgu.edu.tw/portal/DesktopDefault.aspx

Step 1

https://www.is.cgu.edu.tw/portal/DesktopDefault.aspx


Step 2

Click



Step 3

Click



Step 4

Click



Fill in your address in Taiwan here

Fill in your contact number here

Click and choose “XXXX”

√ √

√

COPY XXX AND PASTE HERE

Refer to Appendix 1. Find your 
advisor’s name and paste your
advisor’s name here.

Step 5step 1 – step 9

1

Advisor's name
Copy your advisor's Chinese name 

and paste in the red column

Heng-Yu Chang 張恆瑜

Li-Ting Huang 黃莉婷

Chen-li Kuo 郭珍利

Wen-Yih Lee 李文義

Je-Sheng Huang 黃哲盛

Dah-Chuan Gong 宮大川

Minston Chao 趙銘崇

Gen-Yih Liao 廖耕億
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Congratulations! 
You have finished the online TA application





As a TA, you’ll have to fill out 
working schedule 

every month till June.



• 40 hours/month 
• Don’t over 10 hours/week 
• 4 working days in one week at most
• The period of working time is from 9:00 to 17:00 and please remember the 

weekends and national holidays are not the working times
• Filling the schedule, please start from the first day you work

The rules of filling hourly working schedule

*TA hourly working schedule needs to be filled out before March 
30, April 30, May 30, and June 25.



How to fill out the working schedule?



Click the link and then log in

https://www.is.cgu.edu.tw/portal/DesktopDefault.aspx

Step 1

https://www.is.cgu.edu.tw/portal/DesktopDefault.aspx


Step 2

Click



Step 3

Click



Step 4

Click



Step 5step 1 – step 5

#1 Select the date you work

#2 Select the starting time you work

#3 Select the ending time you work

#4 Check these 3

√
√

√

#5 Click to save

√
√
√√



Step 6

If you want to rectify the working schedule record, you can click 修改 .
If you want to delete the working schedule record, you can click 刪除 .
If you want to submit the working schedule record, you can click  回日誌提交畫面 .



Step 7step1 – step 2

√

#1 Check#2 Click

After you click  回日誌提交畫面 :



Step 7-1

Click



It tells you that how many records you have successfully sent



• 40 hours/month 
• Don’t over 10 hours/week 
• 4 working days in one week at most
• The period of working time is from 9:00 to 17:00 and please remember the 

weekends and national holidays are not the working times
• Filling the schedule, please start from the first day you work

The rules of filling hourly working schedule

*TA hourly working schedule needs to be filled out in the end of

every month (March 30, April 30, May 30, and June 25 ).


