Guidelines for Online Course Add
Application for Second Foreign

Language Courses

Step 1: Prepare Required Documents for All Applicants

All applicants must prepare the following two documents and merge them
into a single PDF file for upload. Applications with missing documents will

not be processed.

¢ Your Current Semester Course Schedule
o Version: Must be the schedule from after the 2nd draw of

the 3rd stage of course selection.

o Content: The screenshot must include your student ID, name,

and class periods.
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o A Screenshot of Your "Course Add List"



o Source: Must be from the "Course Add List" page in the
course selection system.
o Content: Please use a red box to highlight the second foreign

language course you are requesting to add.
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Step 2: Identify Your Application Status and Corresponding Reason

Based on your situation, choose one of the three scenarios below and note the

corresponding text for the "Reason for Course Add" field.

e Scenario A: My schedule has no second foreign language
courses.
o If you are applying to add only one course:
= State your reason as: "Did not get any second foreign
language courses in the draw.”

o Ifyou are applying to add two or more courses simultaneously:



= State your reason as: "Also applying to add other second
foreign language courses: [Dept. Code]-[Seq. No.] [Course
Name]).”
e Scenario B: My selected second foreign language course was
canceled.
o State your reason as: "Selected course was canceled: [Dept.
Code]-[Seq. No.] [Course Name]).”
e Scenario C: I already have one second foreign language course
and want to add another in a different language.
o State your reason as: “Already have one second foreign language
course on my schedule: [Dept. Code]-[Seq. No.] [Course Name],

and wish to take a second one.”

Step 3: Submit Your Online Application

After completing the steps above, submit your application in the course

selection system.

o Select your Condition: Choose the "Condition for Acceptance" option
that matches your scenario from Step 2.

o Fill in your Reason: Copy or refer to the text you noted in Step 2 and
enter it into the reason field.

o Upload your Document: Upload the single PDF file you prepared in
Step 1.

o Track your Progress: After submission, check your application status

regularly within the system.



