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Course Lecturing - Honorarium for Expert Lecturers
Reimbursement Important Notes

Important Notes:
1. Before requesting reimbursement, please obtain the speaker's basic information (needed for
expense documentation), using the attached form.
2. Honorarium payments will be made via "bank transfer"; if payment in "cash" is necessary, please
specify the reason in the remarks section of the expense voucher and attach a "receipt" signed by
the speaker and the person advancing the payment, as explained below.

Reimbursement Steps:

Step 1: Login to the "National Taiwan University Accounting System" at

https://ntuacc.cc.ntu.edu.tw/acc/ using your reimbursement staff identity (if you do not have an
account, you need to apply for one, see pages 3-4 for details).

Step 2: “4Ft& ¥ 7L”Expense Management > "3X Z_4F +& iF 38 "Set Expense Options > Primary Unit: “£
%7 ¥ <” > Secondary Unit: “* F %7 ¥ =7 - Complete the reimbursement staff

information > "% »".

e : || neEE v
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Step 3: "#7{¥ 4k *&”Income Reimbursement - "#71¥ 4 3 i "Income Data Maintenance - Click on
"}TH #7114 "Add Income Recipient - Save when setup is complete.
(Receiving units are limited to Post Office, 3 .1, and # & banks; if transferring to another bank
(bank fees deducted), attach recipient's name, ID number, title, bank and branch name, account
number, and contact phone number; call 3366-2014 and fax to 2365-1431 for unified handling by

the cashier's office)


https://ntuacc.cc.ntu.edu.tw/acc/
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Step 4: "#7{¥ 4F *&”Income Reimbursement - " % #f #7 ¥ "Various Income -> Enter "#' P i 2§”Account

Code 11416075 - Click "R t& ”Reimburse.
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Step 5: Inthe “3LP?”, enter "Course Name — j# 37 " - From the “#} 2t > 7% ”payment method
dropdown, select salary transfer or other bank transfer depending on the recipient's situation -
“3 3% 7 * %|” Project expense type: “# B4-35 ¥ > Click "™ — # " (If the speaker fee was

paid in cash, select “% % % 4 ” and add the ID of the person advancing the payment).
EELIEEE (1132 1ERIEEESE REHEDL
EEEEMC LMD 1 SR ARERER - TSR - AIRHEER .
Rk EitsTER - $2EMABERERBA -

SIE . | 2R EEEEln EE ek meemE EReE . me
Bt (EfEs 2 =2mzE) <l
ERR2AR—EER R T ———

2. (CBRIBARZMS 5785
Step 6: Click "#7# " to bring up the income recipient form: select the speaker's name from the
dropdown - Fill in "2 &g ;% #" as the “1 {38 P "work item - Fill in “2 §( II/ ‘F” as the If

unsure about the title, fill in "Part-time Expert Scholar" = Select the start and end dates on the



lecture day - Enter total amount payable 2500 TWD per session - "#& 3"
*Note: Even if payment is made on behalf of someone else, the income recipient is still listed as
the actual speaker.

Step 7: Click "% i# 1 1) % 2" for the first phase of online review (This stage is just the first phase of

review, not completion of all procedures).

» SIS > FIRER

| HER | IrES | ERERA | HEEE [ EIEEE I

wrEE | = | FER | BEERT | BEEEZI I B I
ET e v .. [emmse v &R == v|[ssz2= | [1130501 ] [130s01 | [==]
0 0 53 2500 E3

Step 8: Returnto “#7{F sFt&” (Income Reimbursement) - “ % #g #71F" (Various Income Types) to check

the current status as “if 1" - Double-click at the approval section to proceed to the next page.

I Bm#Ey
IE |
=m Ir

Step 9: Click “7| Er #1718 4 +4L 7% H” (Print Income Statement + Expense Voucher) print on one side using
clean A4 paper = Select 1 copy = Produce one income statement + one expense voucher, fill in
the voucher's list section (blank grid below) with lecture topic, lecturer's workplace and title,
lecture start and end time, and sign it.

Step 10: The “ =+ A ” (Accounting TA)" and “i¢ * (|,5'—'g ) * ” (Course Instructor) fields must be signed or
stamped. Make sure the handler field is filled with Teaching Assistant and signed/stamped by the
accountant. If using payment on behalf of another, pin the receipt signed by the advance payer

and the speaker behind the expense voucher.
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Step 11: Submit the completed documents to the Center of General Education, which after stamping, will

forward them to the Main Accounting Office for continued review.



Online Expense System

Application Procedure for Reimbursement Staff Staff needing to file expenses can apply foran " ¥ ?‘;ﬁ-iﬁ
Tk A Btk 5L” (Expense Staff Account) below the login field.

The application form is as follows: fill in the “— & ¥ =” (primary unit): “* F % 5 # =" (Center of
General Education), “= & H i=” (secondary unit): “% F % 5 © =" (Center of General Education), “4+ "
(name), “B AL (title), “idt % & %" (contact phone), “3F & ID” (expense ID), & + 28 i “email”, and “ %
F5"” (password).

The contact phone will be used for future expense inquiries, so it must be filled in.

Expense ID should be 3-16 alphanumeric characters, not starting with a number, e.g., abc123 Make sure

the email is correct, as it will receive a system-sent activation code.
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After filling out, click the “Fz32” button; you will see the image shown below. Check the email you

previously filled out to receive the "4F &tk 5L ¥ F#x " letter, which contains the activation code.

AT 278 —34 email §57%(venchuc @ntu.edutw) N PR, SBHE ECRPRRRS B TR
| ETREEREER

Enter the expense ID and activation code respectively, click to activate the account, and upon seeing

"Activation Successful," you can start using this account for expenses.
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Also, since last year, expense staff must pass a training course to use related system features. If the test

is not passed, access will be limited after a few days. Please complete the online training.
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