Guidelines on Using the

New Club Information
SySte M (for Club Advisors)

STUDENT ACTIVITY DIVISION, OFFICE OF STUDENT AFFAIRS
114.10.22




Dear Club Advisors,

To better integrate student club activities and application
procedures—and to help advisors gain a clearer
understanding of each club’s actual operations while
reducing the number of email communications—our
Division has developed a new version of the Club
Information System.

With this updated system, advisors can now log in directly
using their myNTU account to review and approve student
club-related applications.

Detailed instructions are as follows.




NTU New Club Information System
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https://tmy.ntu.edu.tw/clubactivities/

Review / Approval (Online Review)

If you serve as the advisor for
multiple student clubs, you can
select the specific club name from
the menu at the upper-right corner
to review and approve submissions
related to that club.
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Review / Approval (Online Review)

In the "Review/Approval” tab,
you may click "All Applications”
to view the application progress
of the student club. If there are
any items pending for review,
the status will display as
“Pending for Advisor Approval.”
We kindly ask your assistance in
completing the review.

If the advisor sees an application
status labeled “Pending for
Advisor Approval,” please click
on the green icon on the right to
enter the review page.
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Review / Approval (Online Review)
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After entering the Club
Activity Application page,
the advisor can scroll down
to view the activity details
and related information.

At the bottom of the page,

the advisor may write

comments, then click
"Approve” or “Reject.”

Alternatively, click “Request
Revision” to ask the
student to provide
additional documents
before resubmitting.
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Automatic Approval Settings

e Inthe new Student Club Information System, advisors may choose to approve applications directly through
the system, or continue using the existing methods, such as signing paper form or confirming approval via
email. Student clubs may then upload the signed documents to the system for further review by the
Student Activity Division. Advisors may use whichever approval method that is most convenient to them.

e The system supports functions such as Club Activity Application, Club Registration, Application for Student
Club Skills Instructors, and Applications for Regular Subsidy. For the Club Activity Application, advisors may
goto "Advisor” — "Basic Information” to set whether to enable the automatic approval function for
club activity reviews.
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Automatic Approval Settings

e When the function is disabled, the workflow will proceed as follows:
After the club submits the activity application, it will require the advisor’ s approval in the system before
being forwarded to the Student Activity Division.
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e When the function is enabled, the workflow will proceed as follows:
After the club submits the activity application, it will be sent directly to the Student Activity Division via
the system, without requiring advisor’ s approval.
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Automatic Approval Settings

e "Automatic approval” refers to situations where the advisor authorized the Student Activity Division to
review applications for routine or low-risk activities (such as planning meetings, regular club classes,
scheduled rehearsals, or general lectures). Under this setting, once the club and its president submit the
application, the activity information will bypass the advisor’ s approval, and will be sent directly to the
Student Activity Division for further processing.

e However, for higher-risk activities—such as off-campus events, on-campus camps, or activities requiring
external funding—the club will still be required to obtain the advisor’ s approval. The advisor may provide
approval either through a signed paper form or email confirmation, and the club may upload the approval
document directly to the system for subsequent review process.

e Atthe moment, automatic approval authorization only applies to Club Activity Applications.
Other applications—such as Club Registration, Application for Student Club Skills Instructors, and
Applications for Regular Subsidy—advisor’ s approval is still mandatory.



Additional Information

The current Student Club Information System will be temporarily suspended starting at 8:00 AM on
October 22 for data backup and migration. After the data migration is completed and verified, the new
system is expected to be launched between 5:00 PM and 6:00 PM on the same day. If the process is
completed earlier, the system will be available ahead of schedule.

If you encounter any issues with the Student Club Activity Information System, please feel free to contact us.
You may email our official mailbox at : activity@ntu.edu.tw

Thank you once again for your patience and support!
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