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Apply for a User ID
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With NSTC projects
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How to apply for a user ID?

Without NSTC projects

2. For vendors：

Register on the NSTC Instrument 
Information System. After the applicant 
fills in the required information, an 
application form will pop out for 
printing. The form needs to be 
stamped by the company chop, as well 
as its legal representative, and signed 
by the applicant. The application will 
be approved by the administrative 
personnel.

1. For PI ：

Log on the NSTC Instrument Information 
System using the NSTC user ID and 
password.

1. For PI：

Log on the NSTC Instrument 
Information System using your NSTC 
user ID and password.

2. For students/post-docs：

Apply for the user ID on the NSTC 
official website. 

3. For assistants：

Register on the NSTC Instrument 
Information System.



Add a project

(for students/postdocs)
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How to add a project? 

Fill in the project number shown on the approved budget list

Step 1:  Ask the PI for a valid NSTC project number. Use function K1 in the booking 
system. Click “Insert” to add a project.
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How to add a project? 

Step 2: Double check the project number to make sure it is correct. Then, choose the 
center to which you wish to send the application form for approval. Save the 
application temporarily, and click “submit.”

Choose the center for verification

Save temporarily

Submit
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How to add a project?
Step 3: Print out the application form from the pop-up window. 

Step 4: The form needs to be signed by the applicant and the PI. Scan or take a photo of the 
signed application form, and upload the file. Choose “send” and then “submit.”

Step 5: Once the application is approved, the applicant can make reservations at any center 
with this project. 

Submit

Choose “send”

Upload the signed application form



Make a Reservation



How to make a basic reservation? 

Step 1：Log on the system and use the function K2 “Booking Instrument” to make 
a reservation. Set conditions to find the instrument.

Step 2：Click on the instrument you want to book (the selected row will turn blue), 
and click on the icon “Basic Reservation.”
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How to make a basic reservation? (by serial number) 1/2

Set the payment type:

➢ Set the payment type as “Project” when booking with a NSTC project. Choose the 
valid project for reservation.

➢ Set the payment type as “Cash” when there is no NSTC project to use. The default 
payment type for vendors is “Cash.”

13



How to make a basic reservation? (by serial number) 
Set reservation details:

➢ Set the expected experiment date：For reservations by serial number, experiments are arranged 
according to the order of the arrival dates of the samples. The default date is set on the last day of the 
chosen month. 

➢ Operation type：Set the type of how the experiment is processed. The options are operating by oneself 
or by the technician.

➢ Sample： Set the number of samples to be processed in this reservation.

➢ Number of experiments：Set the number of experiments to be done in this reservation.
➢ Estimated experiment cost：Estimate the usage fee by clicking on the trial button.

Reservation by serial number
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How to make a basic reservation? (by time slot)

Set the payment type:

1. Set the payment type as “Project” when booking with a NSTC project. Choose the 
valid project for reservation.

2. Set the payment type as “Cash” when there is no NSTC project to use. The default 
payment type for vendors is “Cash.”
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Reservation by time slot

How to make a basic reservation? (by time slot) 

Set reservation details:
➢Set the expected experiment time slot：For reservations by time slot, click on “set the time slot”

Choose the time slot you want to reserve.
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➢ Operation type：Set the type of how the experiment is processed. The options are operating by oneself or 
by the technician.

➢ Sample： Set the number of samples to be processed in this reservation.
➢ Number of experiments：Set the number of experiments to be done in this reservation.
➢ Estimated experiment cost：Estimate the usage fee by clicking on the blue button.

How to make a basic reservation? (by time slot) 

Reservation by time slot



How to make a cutting-edge reservation? 

Step 1：Log on the system and use the function K2 “Booking Instrument” to make 
a reservation. Set conditions to find the instrument.

Step 2：Click on the instrument you want to book (the selected row will turn blue), 
and click on the icon “Basic Reservation.”
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How to make a cutting-edge reservation? 

Step 3：In addition to the information required when making basic reservations, the 
user needs to fill in the cutting-edge service plan, and upload the file of 
cutting-edge service plan for reviewing.  (The application form can be 
downloaded through the link below.)



Personal License Management
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How to apply for an instrument operation license？

Step 1：Choose the service center and the instrument. Fill in the license number and 
the expiration date.

Step 2：Upload the application form and click “submit.”



Academic Research Paper Related to 

Instrument Usage
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How to record the academic research paper related to instrument usage?

Step 1：Use K5. to provide information of a published academic research paper related 
to the instrument usage. The query result will show a list of instrument that the 
PI used in the past 3 years.  
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How to record the academic research paper related to instrument usage?
Step 2：Choose the year that you want to provide the information, and click “填報” to edit.

➢ 3 ways to edit ：1. Click on “新增績效” to key in the information of the published paper. 2.Choose “由
學術研發服務網批次帶入績效” to bring in the list of paper from the NSTC database. 3.Click on “實驗
結果尚未發表” if there is no paper published yet.

edit
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How to record the academic research paper related to instrument usage?

Step 2-1：Click on “新增績效” to key in the information of the published paper.
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How to record the academic research paper related to instrument usage?

Step 2-2： Click on “由學術研發服務網帶入” to bring in the list of paper from the NSTC database. 

➢ Choose the published paper related to the instrument usage, and mark to show if the paper 

indicates how the instrument service contributed to this paper.  Click on “進行填報” when 

finished.


