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Guidelines for Student Registered Mail and Parcel
Inquiry and Collection
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Mail Delivery for Dormitory Residents
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Registered mail (letters and parcels) addressed to students residing in the dormitories will be received by the
Document Processing Section and recorded in the Mail Inquiry System. Recipients must present their student
ID card and collect the mail in person from the Document Processing Section.
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Ordinary mail (non-registered mail) will be sorted and collected by dormitory representatives for distribution to
resident students. Alternatively, recipients may collect their mail from the mail exchange cabinets for Jingcheng
Hall or Qinpu Hall located at the Document Processing Section (Room A113), 1st Floor, Administration
Building.
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To ensure proper delivery, senders must clearly indicate the student's full name, dormitory building, room
number, and mobile phone number on all mail addressed to dormitory residents.
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Mail Collection for Non-Resident Students
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For students who do not reside in the dormitories, senders must clearly indicate the student's full name,
department/program, class, and mobile phone number to facilitate mail delivery.
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Registered mail (letters and parcels) will be received by the Document Processing Section and recorded in the
Mail Inquiry System. Recipients must present their student ID card and collect the mail in person from the
Document Processing Section (Room A113).
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Ordinary mail (non-registered mail) will be sorted and placed in the Ordinary Mail Collection Area. Recipients
should collect their mail from the Document Processing Section (Room A113), 1st Floor, Administration
Building.
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Collection of Registered Mail and Parcels
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Students should collect registered mail and parcels during office hours (9:00 a.m. to 5:00 p.m.) by presenting
their student ID card or another valid photo identification at the Document Processing Section (Room A113),
1st Floor, Administration Building. The Document Processing Section will not make additional telephone
notifications.
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Mail should normally be collected by the recipient in person. If the recipient 1s unable to come, an authorized
representative may collect the mail by presenting their own student ID card. However, insured cash envelopes
must be collected by the recipient personally.
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Please do not remove or handle any mail or parcels before signing for receipt. Failure to comply after repeated
warnings will be handled in accordance with University regulations.
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Registered Mail and Parcel Inquiry
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Students may check the status of registered mail and parcels through:

MyNKUHT Campus Portal — Application Systems — Mail Inquiry System



After confirming the registration date, enter the recipient's name to search for mail records.
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Mail Inquiry System: https://jopap.nkuht.edu.tw/Letter
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Address Update for Graduating Students
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Graduating students are advised to update their mailing address to their home address before graduation to
avoid problems with mail forwarding.
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1Box (Self-Seryice Parcel Locker) Seryice
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Students are encouraged to use the Chunghwa Post iBox 24-hour self-service parcel locker for sending and
collecting parcels.
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When using the 1Box service, do not use the University's mailing address. Instead, specify "NKUHT Qinpu
Hall 1Box" as the delivery address, and clearly provide the recipient's full name and mobile phone number to
receive SMS pickup notifications.
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Important Notes for Student Parcels
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For parcels sent to the University, the recipient information must clearly include the student's full name,
department/program, class, dormitory name (if applicable), room number, and mobile phone number. The
recipient must not be addressed simply as the Document Processing Section, as this makes 1t impossible to
1dentify the intended recipient.


https://jopap.nkuht.edu.tw/Letter
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If items purchased through online shopping platforms need to be returned, students are responsible for
contacting the logistics or delivery company directly. The Document Processing Section is unable to assist with

return shipping or related procedures.



