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How to fill in the application form for class rearrangement on-line
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Step 1

Please log in to the information service system of the University
Click on “applications module”, then click on “academic affairs application” and “application form
for class rearrangement™ (Office of Academic Affairs)
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Step 2

1. Click on "I would like to apply".

2. Use the mini-calendar to choose the dates and times for the class.

3. Click on "Fill in the application for class re-arrangement" to fill in the application form.
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Step 3

The screen shot of the "application for class re-arrangement" is shown below. Please make sure that
you fill out all the columns. If you only need to rearrange one class when there are two classes on
the same day, please fill in the application form for the class and choose "No need to re-arrange this

class" for the other class. After filling in all the columns, click on "Save".
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Step 4

After you click on "Save", a pop-up window will appear on the screen and ask you to confirm.
Please choose "Yes" to confirm and send out the application form. If you choose "No", you will
need to go to "l want to make an inquiry" to find your application form. After you have checked all
the information, you can then send out the application form for approval.
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After you click on "Yes", the application form will be sent to the chairperson of your department,
graduate school or center. The screen shot is shown below:
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After you click on "No", you will need to go to "I want to make an inquiry" to find your application
form.

1. Use the mini-calendar to choose the original date(s) of the class(es).

2. Select "in-progress" to choose the status of your application.

3. Click on "search past records"; your original application form will appear on the screen.
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After you find the application form, you can make changes or delete the information. Then click on
"Send".
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