
工作證申請流程

Work Permit Application Process



進入工作證申
請頁面後，點
選「僑外生工
讀申請」

申請系統連結Application Link：
https://ezwp.wda.gov.tw/wcfonline/wSite/Control?function=IndexPage

Going for the 
application website, 
then click the blue 
button.

https://ezwp.wda.gov.tw/wcfonline/wSite/Control?function=IndexPage


先申請帳號後，
再登入
Apply for an 
account first, 
and then log in 
to the application 
website



點選「案件新
增及管理」
Click “New 
Application and 
Management”



新增申請案件
Add a new 
application



是否同意以
「電子公文」
方式領取工作
許可函
Agree to pick up 
the work permit 
on electronic 
service or not

同意→電子領取工作證
不同意→郵寄工作證

Agree→ collect the electronic work permit on website
Disagree→ the paper work permit will be delivered to the school



填入個人基本
資料
Fill in your 
personal 
information



就讀學校資料
Fill in the school 
information

學校校區所在地址School Address:
711301臺南市歸仁區長大路1號



工作許可
申請資料
Application form 
of work permit 
information

可更換領取方式
You can change the way here of 
receiving the permit

工作證期限：最多一年
Work permit validity：for 1 year maximum



上傳檔案資料
Upload the files

1. 護照

2. 學生證正反面(須有當學期註冊章)

3. 效期內之居留證正反面

4. 長榮大學工作證申請切結書

*檔案皆以PDF檔上傳

1. Passport

2. Student ID card (front and back sides, please make

sure that you get the registration stamp from 

Registration and Curriculum Section for the new 

semester)

3. ARC(front and back sides)

4. CJCU Overseas Students Work Permit Application

Affidavit

*All the files are PDF   



申請切結書
上傳位置
The folder of 
uploading the 
affidavit

上傳至”其他”資料夾
Upload to “Others” folder

工作證申請切結書請自行下載並請導師簽章後，再上傳。
(下載連結：https://dweb.cjcu.edu.tw/intl/article/6717?lang=zh-TW)

Download the Application Affidavit and ask your mentor teacher to sign it.

(Link： https://dweb.cjcu.edu.tw/intl/article/6717?lang=zh-TW)

https://dweb.cjcu.edu.tw/intl/article/6717?lang=zh-TW
https://dweb.cjcu.edu.tw/intl/article/6717?lang=zh-TW


申請切結書
填寫注意事項
The notice of 
filling  in the 
application 
affidavit

申請原因 Application Reason



審查費資料
(郵政劃撥)
Review fee (by 
post office)

請記錄此資訊，並前往
郵局謄寫此單據

進行繳費
Please remember the 

information on the paper, 
and than go to the post 
office to write it and pay 

the money

1



郵政劃撥
Post office payment

交易日期
(只需輸入數字)
Remittance date
(Only numbers)

郵政劃撥收據編號

(請輸入後7碼)
The receipt number of postal remittance

(Please fill the last 7 numbers)

交易局號
Post office of remittance



審查費資料
(ATM繳費)
Review fee
(by ATM Wire 
transfer)

2



審查費資料
(台灣Pay)
Review fee
(by Taiwan Pay)

3



再次檢查所有
資料
Double check 
all the 
information



ATM繳費序號
Serial number of 
ATM payment 

請記住繳費序號！
Please remember your 

payment number!



領取電子公文
Pick up the 
work permit by 
electronic 
service 點選即可下載電子工作證檔案

Click this button to download the work permit



其他規定
Other 
regulations

1) 工作時間除寒暑假外，每星期最長為20小時。

With the exception of the winter and summer vacations, foreign
students' sum of working hours shall not exceed 20 hours per 
week.

2) 若因休學、退學等而致居留事由消失，工作證即失去效力。

If the reason of residence disappears due to suspension,
withdrawal, etc., the work permit will be invalid.

3) 外國人未經許可或原許可失效，非法從事工作者，處新臺幣
3萬元以上15萬元以下罰鍰，情節嚴重者必須離境。

Foreigners who work without permission or with original 
permission that has expired shall be fined from NT$30,000 to 
NT$150,000. Those in serious conditions must leave Taiwan.



常見問題(1)

Q1：忘記帳號密碼

A1：請將帳密抄寫下來，或拍照記錄。

Q2：郵局繳費收據資料輸入錯誤

A2：請務必留著收據

Q3：申請切結書上沒有寫申請原因

A3：請一定要填寫

Q4：更換新護照

A4：請將新舊護照皆上傳，並在備註欄說明新舊護照號碼。



Common 
problems(1)

Q1: Forgot account and password 

A2: Please write them down or take a picture to keep.

Q2: Type the wrong payment receipt information

A2: Please remember to keep the receipt.

Q3: Do not write the work reason on the affidavit

A3: You must write down the application reason on the affidavit.

Q4: Renew a new passport

A4:  If you renew your passport, please upload both old and new passport.
On the memo bar, you need to explain that you change the passport
and type the old and new passport number.



常見問題(2)

Q5：收到e-mail退件通知

A5：請登入工作證系統查看退件原因。

Q6：被退件原因為「請補蓋OOO學期註冊章」

A6：請前往註冊課務組蓋新學期的註冊章後，再上傳。

Q7：領取電子公文的工作證

A7：如果是選擇領取電子公文方式，請在收到郵件通知後8天內至工作
證系統下載列印，若超過期限則會改為郵寄到學校。

*請隨時注意e-mail是否有信件通知。



Common 
problems(2)

Q5: Receiving the e-mail that notification of return

A5: Please log in the work permit system to check the return reason.

Q6: The return reason is “Please attach the student card again after you 
got the stamp of this semester”

A6: Please go to the Registration and Curriculum Section to get the 
registration stamp of new semester first, then upload the 
student ID card. 

Q7: Download the electronic work permit

A7: If you choose the electronic service to pick up your work permit, please
download the permit within eight days after you receive the mail 
notification. If you miss the pick-up deadline, the Ministry will take 
down the electronic document, and send the hard copy one to school. 

*Please always check the related mail notification.



若工作證申請尚在審核期間，即視同未拿到工作證，
需待拿到審核通過的工作證件後，即完成申請作業，
才能合法打工。

Applying for the work permit does not mean you are 

permitted to work yet. Students may only start to work 

after the work permit has been issued.



注意！只要是有在工讀的同學，無論是在校內或校外，
一定要申請工作證，非常重要！！！如果沒有申請工
作證，屬於非法打工，被查到的話，嚴重者是必須要
強制離開台灣回到自己的國家的喔！

Please pay attention! Once you have a part-time job,

whether it is on campus or not, you must apply for work

permit. That is very important!!! If you don’t have valid

work permit, it is illegal. Those in serious conditions must

leave Taiwan!


