National Cheng Kung University

Student Leave Management System

NCKU students shall apply for a leave of absence online,
starting from the fall

semester of the 2017-18 academic year.

Responsible Office: The Student Assistance Division under the Office of Student Affairs
Responsible staffer: Hsieh, Yen-Chu, ext. 50340
Date of Presentation Update: September 11, 2024
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Login : NCKU Homepage - Cheng Kung Portal = Student Leave Application Online
system http://leavesys.ncku.edu.tw (scheduled to begin operation from September 27)
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After login, please read “the NCKU Student Leave Application Flow Chart” and select the

type of leave under the link of Leave Application: select Official Leave or Non-official Leave.




NCKU Student Leave Application Flow Chart

Regulations for Student Leave of Absence:

Article 6. Leave-taking during semester examinations is prohibited.
Note: During end-of-term examinations, if there are major
emergencies, or force majeure factors, students should submit the
leave application as “Leave from term examinations” rather than
other types of leave, e g, "Official leave™ or “Sick leave, "

|

Menstrual leave
(a maximum of
1 dav mn one month)

l

!

Personal leave
or sick leave

Bereavement leave. matermity leave
{(including prenatal care. postnatal care,

No more than
2 days
h 4
Exempted from
approval
procedurals

The leave application system will notify the student’s
advisor and instructor to know by email.

3 or more davs
(wth
certificates)

mental health leave

Approved
by course

mstructor

% Applications should be submitted and processed online Applicants who fail to apply online due to unforeseen contingencies

Approved by
course mstuctors
and the department
chaw (insttute or
program director)

: (a maximum of five End-of-term Official leave (with cernificates)
and baby nwtunng), menstrual leave, or dave in a ter)
leave for organ donation (including bone y examinations
marrow or organ) (with certhificates)
No more 3 or more No more 3 or more Each type Intramural Extramural
) or
;E:l:,s day= than days of Lea]-; b overseas
- 2 davs (with (wat
certificates) certificates)
Approved by the Approved by the
department chair department chair
(institute or (instotute or
4 program director) program director)
or the chief or the chief
A}v)proved Approved by The system wall Approved by adomumistrator of admimistrator of
by course course instructors instantly inform the course

mstructors and the department
chair (msttute or
program director)

advisor of an applicant
on an approved leave
amountng to two

consecufive davs

mstructors and
the department
chawr (institute
or program
director)

the respons=ible
office

Filed by the Student Assistance Division for
administrative venification

are allowed to submit a wnitten application for approval

the responsible
office

v

Regzistered by the Military Traming

Office for an extramural activity
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Select “Type of Leave” and please read “Instructions for Type

of Leave” and “Important Notes” to safeguard your rights and
interests.

B 5 Home Page / REBRH-FEAR SAE

Non-official Leave Application

<50 [(Enoten ] l

To protect your rights and interests, please read the following notes for your leave application.

1. Applications for leave of absence, except an application for sick leave, menstrual leave or mental health leave, should be submitted for
approval in advance of the leave. In case of severe iliness, emergency, or unforeseen contingencies, applicants will be allowed to complete
the designated form, which shall be approved by course instructors before being processed by the Student Assistance Division.

2. Applications for leave during the end-of-term examination period (with certificates) shall be approved by course instructors
and the department chair(or director of the graduate institute or the program).

3. Applications shall be submitted with relevant certificates or documents for approval, which shall be uploaded online. Those found to be incomplete
or inconsistent with attachments shall not be processed.

Submitted certificates should be titled in Chinese, English, or numerals. Do not use other symbols.

4. If the roster of course instructors is not finalized in the first week of classes, applicants should submit their applications from the second week.
An overdue application shall be processed according to the instruction in Rule No. 1.




Select type of leave based on your reasons.

o . | | #3# Student ID No. |
Name of applicant
Fe PR
Department/Institute | | Filtvear of study |
S |
Type of leave
& W itk B O FEIRE R mental health leave (SR ELI A X BIR) a maximum of five days in a semester
Venue of activity B & Personal leave(M B4 £ & requiring prior approval)
e Sick leave
A fEI £ |
Reasons EZ(COVID-19)# £ 2 38 absence due to COVID-19 Prevention
& Maternity leave(Z 88T - 4% - ME REFE &R including prenatal care, postnatal care, baby nurturing, and paternal leave)
S ¥ {# Bereavement leave
! _ N
Type of Reason R EAE I Leave from term examinations
& EEME Leave for organ donation(Z## - #E including bone marrow and organ)
THRNE | |
Mobile Phone No.
W RER (R HR BN R)

Frequently-used | |



Please select “Type of Leave” and please read “Instructions
for Type of Leave” and “Approval Procedures”.

a7 0f Explanation | % |

LEBE=AV HAEEEREAEEUER B ) -
2ERBFEERER : () AUA : BERERZNZE - Q=AU L ASNERZNRZIM (FRIENSEREE) 2E -

1. Applications for personal leave for more than three days shall be submitted with | certificates. Attachments shall be uploaded online.
2. Approval procedures:

(1) No more than two days: approved by course instructors.

(2) Three or more days: approved by course instructors and the department chair (institute or program director).

a5 A Explanation %

LRB=AVIL » FEERERAERERGEIER BN -
2ERABERER | (V"FKLA : ARRERZME - Q=KL : AEREFEARA IR (FIRIBUERIE ) LE -

1. Applications for sick leave for more than three days shall be submitted with a medical certificate issued by the hospital or clinic.
Attachments shall be uploaded online.

2. Approval procedures:
(1)No more than three days: approved by course instructors and the academic advisor.
(2) More than three days: approved by course instructors, the academic advisor, and the department chair (institute or program director).




Please complete all required columns in order. Submission

will fail with uncompleted columns.

L=

Marme of applicant

s By
Departmentidnstitute

Al PR PR B
Type of leave

TS5 W by WA
Wenue of activity

BfS Pd s e
Reasons

=8 e B Ny
Type of Reason

5 EH W 2K
Mobile Phone Mo.

BC V] 15 FE (s 6F AP =0 D)
Freqguently-used
arvvail

(for notification)

LR =0 1}
Duration of Leave

e R

Total days of leave
i M T et u P e e S
el )

Reasons for overcus
application

= e a B i
Uploading Tiles

(il B =3 L & for
more than three
days)
(Pnasipadpeg/pdr)

[ | & ER Student ID No. |

I ERYear of study [

ey Intramurcal
'R P Extramural B g Owverseas I8 358 E & 5 ith [l 4 W Country/Region

[

IR TSR TTIE ISR IE R - L e T R R R B WV RITTEr _|1:|-|:-||1 atiomn réceived anmnd fTiled by Studeant Assistanmnces Division
L) w5 38F (Trawel) L m{Contest) L Em OVilsitd L% B nvterm)

L s milcTraimning) e T Ovolunteer) el =l = = &2 B (Short-term exchange student)

LI smOvWork study) Ll =1 A (Serving as & host) LlzrEy / > "B (Community " Club activity)

I

IEFETE (Seminar) Ll #t ( @M ) Other

[y'y'\,'\,-’ mirm =clicl I—- Iy'\_,"\_,-'\,-' mrm =cicl I Eewin P E R Course search
[ B* BN S ENINE AT c MDA R B e an - )
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Personal Leave Application Examples and Instructions (1):

*EERE()  BERELSEE  ARBESAEROLEN EASHEGES . A4BENEA RSB ST EEEER U EREE) -
MERUENEREEE  ERALPEF AR -
o : BT E35E Student ID No. test
Name of applicant
% Ff
Department/Institute test FfYear of study 1
i BB AI Type of - : — :
leave Z {8 Personal leave(fEE %82 requiring prior approval) v
e — All columns must be completed. Submission
Reasons will fail with uncompleted columns.
O No
H1E Overseas OF ves| =R |
Ao=s Please select duration of leave (and check out courses
bile Phone No 0900111111 . .
Mobile - scheduled during the period of leave.
BAER(REEAR) \ 3 |
Freq-uently—used z8809006@email.ncku.edu.tw /
email ‘
(for notification) /




Personal Leave Apphcatlon Examples and Instructions (2):

IU_!'UUJ__LJ.J.J_J_

Mobile Phone No.

= (R B ) 1. Check out the courses scheduled for dates during the
rrequently-used  [28809006@email ncku edu tw period of leave and select the ones for the leave application
emal
(for notification)
2. Select the ;018'09']—2 S ~|2018-09-13 I EREED » EEEIE Please wait for data processing. \
i
courses 252 Selectall ||B# = o= FEEE TEEFEE AR et
HE . . Telephone
fOI' the Date Session Course title Instructor . Remarks
1. ) B3R Cancel Day extension
app 1cation:
] 2018~ _ 3 g MANAGEMENT
Select one 09-12
item O {2}3_1; = 39 SR LINEAR ALGEBRA
(SEIGCt) 2018- - ;E\E E LD Completed
1 1 1 0915 = 4 HwEE (—) STATISTICS (1)
ora .
items L ig_l; s 5 EHE(—) STATISTICS (1)
(SeleICt all)' ] f}gfg T 9 EZ (=) FRENCH(3)
Re-select is
I d ] 2028 10 EZ (=) FRENCH(3)
aliowed. L J09-13
L 0 HEZEE X # Days of leave calculation E%E’E_I EZEE Re-select CGUTSEEj
Total days of leave




Personal Leave Application Examples and Instructions (3):

|2':]1‘?"'3":3"‘]-2 |"*|2':]'13“:"9‘13 H EFEEERBEE Course search |
A
£ pak:
H &8 B EEEE TEEFEM et
EEE SEIECtHlDI Date Session Course title Instructor TEIEph?nE Remarks
HWiE Cancel Day extension
s cex uaaceneny | After selecting all
pots. courses scheduled for
EEH vl 0o = 9 iy LINEAR ALGEBRA the two—day duration
Duration of Leave
v oalm 4 sme—)  smmucso [of leave from September
S iglfa n s mmmi—) | stamstesa | 12 to 13, p.leasfe submit
your application for
v o F-RE: EX(Z) FRENCH(3)
09-13 approval by your
v | E 0 =) menci@ | instructor and advisor.
L 2 SHEZE & Days of leave calculation | EZH4SESEE Re-select courses
Total days of leave




Personal Leave Application Examples and Instructions (4):

e 2 st EZE X & Days of leave calculation  EHAEHE Re-select courses I
Total days of leave N

f;ﬂm‘*%% -~ Submission failed???

Reasons for overdue An application for personal leave Zriy s
application \—l shall be submitted for approval in EFEEEFAR Reasons

\ / unspecified for an overdue

b

| | 1

J—— advance of the leave. application
Uploading files The duration of leave was between o’
(FRAS=ALLL for September 12 and 13. The
3"'““? thanthree | FBUpload | | 3pplication was submittedon |
ays | a
! i Close |
(enalipafipea/pdh September 15.> Overdue! / Jose | B
MEHE Submit " You should specify reasons for
| overdue submission before
\ / | submitting the application
for approval.




Personal Leave Application Examples and Instructions (5):

il 2 sTEZEFE Days of leave calculation | EFDESZFE Re-select courses
Total days of leave
S,
pHER(ERERR | X ;””””
B
: ETEEESEE  TERELEREE-
Reasons for overdue
application . EEEZEHEE? Submission
Confirmed
CEERHE :
Uploading files Reasons for overdue '
(EERE# =AML for submission have beenllooo — B Close | 3% Save
more than three & Upload spe cified. # it .'.."’."/
(Png/jpa/jpea/pdf)

| AR RE Submit |

Submission completed

\. J




Personal Leave Application Examples and Instructions (6):

=% Home Page / EEH 1. Upon. submission, you are a.llowed to check
Leave application inquiry out review results under the link of Student

Leave Application Inquiries.
EEEMEEEE Hide query conditions A

‘ - EIEEHIEE Select queries

y 5
=5 Search J &k De'ete
Bz Cancel

2. Checkout = Check out the review results of each
application .

3. You are allowed to delete/cancel a mistaken or unnecessary application.

(Please delete with care. If a required application is deleted, you are allowed

[ EE[F# Checkout
to submit a new application.)

1 03 B = 3 ~
B BEER RRERE) gm0 BILHREE WHAR | AR
Serial No¥ Type of leave Duration Duration (to) No. of Approval Status Approval Overdue Depart
(from) Days Authority Time
= g A3 -.—Jé ooy
1 107090059 SRR L»..’—}ave for 2018-09-11  2018-09-13 2 hﬂ%ﬁﬁ%ﬁqﬂ Under ?’iﬁ%ﬁﬁ 2018-10-03 TIE%
organ donation review by instructors  instructors
2 107090057 =fPersonalleave  2018-09-19  2018-09-19 1 RAERELS Under BRZM 5010 1005 TES

review by instructors  instructors




Personal Leave Application Examples and Instructions (7):

[ ‘ EEEEii Instucior approval status. | You are allowed to check out review results and keep in contact with
your instructors and advisor to facilitate the application process.

VaL:
# 1330 4 g
Sl Pl - iRz /18 Course title 31{13%@3{}. i Telephone st
Date Day Session Course title (English) Instructor extension Approval stat
[ 1 |98 = 3 s MANAGEMENT EESMERT Um]
09-19 review by instructol
2 8= i LINEAR ALGEBRA EEEAEET Unc
09-19 review by instructo
[‘ s2 12 & #th B Instructor approval status
‘ J
- N\ (" )
(230 eI RS AR e E&OH EiisE Bl
_ : Telephone : Reasons for
le (English) Instructor extension Approval status Date of approval Time of approval e
NT REEEME% T Under
' review by instructors
REEMEET Under
=BRA @ew by instructors / - J
-] [




Personal Leave Application Examples and Instructions (8):

EE &2 HA = Dryetails of Leawe Application

BESE A7 OSOO5E
Serial MNo.

EEEEI == Personal leavs
Twpe of leawse

BFREEe | = ey

Feasons

o=z o=t | P s
rlare Student ID Mo

Cept  Institute ear of Study

e - Mo H= atE=

P | AR | o
Crearseas = wes CountnyRegion |

SSEREERT 2018-09-19 =8 1
Cruraticm 201 &F-09-19 Mo, of days=

IBEENEESS | o911
Phorne MNo

HEREE |
Frecuenitiy—

s=asha | Select “Checkout” to read the details
Reasons == of your application and review results.

Reasons for
owerncue
applicatiocn

{EET FEHEEAEEE File prewviews
Urploadimng
files

3m - EE
Reasons for
rejectiomn:

=iESE EEEFTRA EIEIERES
Approwal authorty Processimng Tirme Processing Results

20180919 13:57:249 EEEEs=







Select “Type of Leave” and please read “Instructions for Type of
Leave” and “Important Notes” to facilitate the application process.

MRE AR an =i a1
W— sStructions — Logout

, ~ 23199 o0
ESl X7 neIh SRR =8 Official Leave

5B Home Page / {E2 B eps 2 - 2> B2 st I
Student Leave Application Official

= A Login:
Leave Application

English ’

o protect your rights and interests, please read the following notes for your leave azpplication.

Please use the " Student Official Leave Approval Form (Sample)”
to avoid being returned due to "defective documents”.

Applications for official leave should be submitted for approval in advance of the leave. In case of severe illness, emergency, or unforeseen
contingencies, applicants will be allowed to complete an application for official leave within 5 days from the last day of the leave.
Those who submit an overdue application shall specify reasons in the designated form, which shall be approved by the department chair

(graduate institute or program director)or the chief administrator of the office responsible for the leave before being processed by the
Student Assistance Division.

. Applications for official leave shall be submitted with relevant certificates or documents for approval. Please refer to example instructions.
Applicants must upload attached documents online. Those found to be incomplete or inconsistent with attachments shall not be processed

Applicants who fail to provide valid certificates or documents shall download and complete the NCKU Student Official Leave Approval form,
which shall be approved by instructors from the department, institute, or college, or by officials from the responsible unit.

The completed form shall be submitted online as a certificate before an application for official leave is approved and completed.
Submitted certificates should be titled in Chinese, English, or numerals. Do not use other symbols.




*ESIEEE(2) EEEESSEE SNESSEOTOSENEAEnEeEEES  RSE T EnE S (EESEEs SmE e s RE T = S EaeE)
MEE BN At RS oS srims s
b 21
Student ID No.
Name of applicant l I i I l
= PR [
fE B vear of stu
Department/institute | dy [ |
N OEN l _____________________________________________________________________________________________ ~
Unit of authority
= " @™ Intramural
Ve”’& £ activi X5 Extramural =il Overseas
nue or ac - : 3 <
ty HIREEE =il = Country/Region
mfiss [
Reasons
BER TR EHEEINE LSS O Written application received and filed by Student Assistance Division
e IR I (Contest) LIS (Visit) [ (Intern)
Type of Reason EV(Training) CIEFE I (Volunteer) SR (Short-term exchange student)
LB E=I= A (Serving as a host) [ 328 / 33 BI'=#(Community/Club activity)
T (Seminar) Mt (MEME= ) Other

TENRERE

Mobile Phone No.
WMAE M GRRREA)
Frequently-used
email

(for notification)

1850 ¢
Duration of Leave

(L 1 8=1
Total days of leave

Please complete all required columns in order. Submission will fail with

l. mm-dd I ~ l‘ mm-dd HITINERWIRE Course search

Bl THNEEORE, ® FEoS THMNINEERENINSE , iRl R ENR s )

Please click Dates of Leave” and select “"Courses Scheduled” for the dates during the leave
(I . WS -=FRNETRNC BOHRERS = W6 - )

(Note: Please select your course instructors in the designated column

IO I I+ IR #E=® Days of leave calculation E&FFSDHElIRS Re-select courses

uncompleted columns.



% Students must select unit of approval authority based on their reasons
to submit an official leave application.

A

. A=E B Student ID No. test
Name of applicant
A test 4 Year of study 1

Department/Institute

EEEAE
Unit of authority

=5 = Physical Education Office

EREH %FE % Department/Institute, College

Reasons _[#E-ZEEHERE Student Association-Student Development and Activities Division
RAETEE L Administrative Units

i S WA Intramural

Venue of activity Oz Extramural | 218 Overseas EEER RiE S Country/Region

b
Maobile Phone No.

EHAERGRRENR)
Frequently-used
email

(for notification)




Upon selection of unit of approval authority, please read Examples, Approval
Procedures and Important Notes to avoid any mistake and failed submission.

#iA Description

— SHE6 [ FHERAE - 2 BHESETEE  JEDRASTHENLS - SRESEERN HEEEE - A
ARRETHENET = RHEEEEEES -
Z ERER ) STREBAS  EUEERE . Q UARNES (2LHR)  BEEHZ REZEEE BOTIRSARE

*EERE W%#iﬂbiﬁ@]”ﬁﬁif?ﬁ%ﬁiﬁé  BUTE TR ESEEE ) BRINEERENZE  MRn TRVEREEER , o RETHES -
(WEEEEE  BUENEBERAZENR) (ZEE—HTT]

Examples:

1. Working as an assistant for the administration of a commencement ceremony.

2. Working as a receptionist of high school students on a tour of NCKU.

3. Selected by an NCKU administrative unit according to its publicized notice to participate in an intramural or extramural event.
4. Commissioned or invited by an NCKU administrative unit to work for its administration of an event.




==

MName of applicant

E=FBR
Department/Institute

HEEBEAISE
Unit of authority

EENHkEs

Wenue of activity

EEEs

BReasons

fTENEERE

Mobile Phone Mo.
EHEAGREEAEIA)
Frequently-used
email

(for notificatiomn)

Duration of Leawe

= aE ‘

EER=

Total days of leave

EHAE R

Reasons for owverdue
application
SRR &
Uploading files
(png/ipg/jpeg/pdf)

B2 Student ID No.

fﬁﬂ‘few

1. In the case of a difficult

—> character in the Chinese name,
please enter % as a replacement
and search the person and the
department or institute.

A & T ELEE i Administrative Linits

== Mame
By Unit: |BiEEE=sE8-1 . (H
* 2P Intramural

Fr &k Extramural

& 1F Owerseas = Countrny/Region

SIS EELESEIEE » LIESESE=158SE 05 Written application received and filed by Student Assistance Division
sz =(Contest) [I€&z8(Visit) [(IEE=dntern)

= 8i(Training) =T (volunteer) [ BE=EEZrm8E (Short-term exchange student)

[ EaE==A(Serving as a host) [ JzE= / 22z E = Community/Club activity)

[(J&Fste (Seminar) MEf (mEEEs ) Other

2. Check out and select The courses
scheduled for the dates during the
period of leave.

4

I 9= EERSEE Course search |
|

Wiy -mirmi-dd ~ yyy-mirm-dd

4] || HEFEF& Days of leave calculation Il EFF 2 EEFERE Re-select courses

r
3. With courses selected, select Days of Leave Calculation
and the total number shows up automatically online.

| AR = | FEESAIES
| & Upload |

|_ BEL 3ERIES Submit |




Select Courses Search and select the courses for the application
(select one item or all items).
You are allowed to cancel the wrong one and re-select the correct one.

2018-09-20 ~|2018-09-21 | sx2EEEERE Course search
| &
AiESelect "
242 Select all HER IR iRiZ A tE TEEEEM e st
Date Session Course title Instructor _ Remarks
| mHcancel || Day extension
w20 0 N ;gljﬂ ZiB(—)  STATISTICS (1) ERZAEE
Duration of Leave .
O 2 fixE(—)  STATISTICS (1) RREERE
09-20
2018- o =
O 9 EX(2) FRENCH(3) RREZHMEE
09-20
2018- = .
O 0920 10 #X(Z) FRENCH(3) RREZHMEE

=k

Total days of leave

0 sTEE/AE Days of leave calculation ‘[ EFTAEEE Re-select courses ]




2018-09-20 ~|2018-09-21 EE R ERZEE Course search

HiESelect

= N . 2l :
24 Select all HH# 1 iR 1 i FERGEA e i
Date Session Course title Instructor , Remarks
B34 Cancel Day extension
sman v 321280 4 EHE(—)  STATSTICS (1 RREEEE
Duration of Leave s
Y o 5 HEHE(—)  STATISTICS(1) S
09-20
2018- = ==l
v 9 EX(3) FRENCH(3) RRZHEE
09-20
g OB 10 #%(3) FRENCH(3) RREmAR
09-20
ABAY Hr- | -
1 =TEEBAE Days of leave calculation ‘ EF DEEE Re-select courses
Total days of leave )

With courses selected, select Days of Leave Calculation and the
total number shows up automatically online.



LT
Reasons for overdue
application

LR BE. FEERE-
Uploading files L& Upload

(png/jpg/jpeg/pdi) [ BERE file preview ]

[ il o i ‘ J

1. An application for official leave shall be submitted with
certificates, which shall be uploaded in i1mage or PDF file.

2. With a file uploaded, you are allowed to select File Preview
to confirm the file.

3. Upon confirmation, select Submit.




A. Application Inquiry: Upon submission, you are allowed to check
out your application records.

ﬁ 2l 22 phzo 27 | . E=ss ABRARRAR ST =
o THEEE R Tl (EAVE APPLICATION INQUIRY || LEAVE APPLICATION~ | RELATED INSTRUCTIONS~ | LOGOUT

B B Th KREESBEREH

== Home Page /s BE&E5 FAFE Login:
Leave application inquiry

EmEmEaE S Hide query conditions &

| --EEiEIETHIE BSelect qut—:-ries | | H=(=) equal to | | EoETEEE Select queries |

EES0HE Checkowut BIEE Cancel

r N
— = ™
=EHE . x= E TN SEAESRE
R R AR s mRmes TR =
Serial Mo¥ Type of leave Duration Dwration (to) No. of Approwval Status Approval rdue Depart
> (from) Days Authority Time <
EE=EuEEIFiET
1 107090088  <ME Official Leave  2018-09-21  2018-09-21 1 Under review by 2018-10-05 Tz
staffer of the unit of
\ authority y
EEEuEEIFiET
2 107090087  4ME Official Leave  2018-09-21  2018-09-21 1 Under review by 2018-10-05

staffer of the unit of
authority



B. Application Inquiry: You are allowed to check out approval
status for the application for leave from each course.

T R E S . REEEEX) smam O » SR
Date Day Session s Come O Course title (English) Instructor Telepht.:me Approval status
extension
PEFREREMNEZ
INTRODUCTION TO Students are not requir
TREEE INDUSTRIAL to receive approval froi
MANAGEMENT course instructors for a
official leave applicatig
PBEIBEREMEZ
2018- ) INTRODUCTION TO Studen_’[s are not requir
09-91 h 5 TEEEMR INDUSTRIAL SEE to receive approval froi
MANAGEMENT course instructors for a
official leave applicatio
< >

Haiis Currently Page No B i1 EBTotal pages #5 2 $ Total counts



C. Button functions under Application Inquiry: Select Checkout
to read review results.

Select Cancel to cancel the application.

B Y7 s Th K EBBERAECH R %

BH B Home Page / [REEz:S S A& Login:
Leave application inquiry

BRI E 151452 E Hide query conditions A

‘ ——%%iﬁﬁﬁIﬁESelectqueries ‘ ‘ 18=£(=) equal to ‘ ‘ B cHEEES HIE H Select queries ‘

58 Search - == Delete -

e e =B EMAGE . 81 - ERAB EIRAES R &
Bagx (e E s HEERBED e b TR AS
Serial No¥w Type of leave Duration Duration (to) No. of Approval Status Approval Overdue Depart
= (from) Days Sl Authority Time -

TS E NS EiEZh
Und iew b

1 107090088 4 ME Official Leave  2018-09-21  2018-09-21 1 naerreview by 2018-10-05 T&=
staffer of the unit of
authority
EEEMEES)EED
Und iew b

2 107090087 /8 Official Leave  2018-09-21  2018-09-21 1 naerreview by

2018-10-05 =%
staffer of the unit of TE

authority



C-1 “Checkout” To read application review results/approval status .

#Fii Dept./Institute TEZ 48 Year of Study >
{Hi1R Overseas & No BEx/1E
2 Yes Country/Region
52 E R Duration 2018-09-11 | X% No. of days 4
2018-09-14
EEETEZ Phone No 0911111111
BHEA

Frequently-used email

B IRIRER AR ES
Reasons for overdue B
application

ES3T FE IR = File preview
Uploading files

® EE EIRFRM RIgER
Approval authority Processing Time Processing Results

8858 Student 20180914 14:16:15 EBE = Filed for
Assistance Division administrative reference
20180914 14:15:42 EXFEhESBU8sE2T0)

B Confirmed by the
department chair (institute
or program director)




C-2 “Cancel”: To cancel the application .

# P Dept./Institute | T= | TR Year of Study | 1 |
= |
H 18 Overseas * = Mo E=/tE | |
= Yes Country/Region
= EER Duration 2018-09- [ ZX& No. of days 5
24
2018-09-
2 [a=n= e e
EESEEE Phone No 123
- v
_ ] N L
EHES 213 4

Frequently-used email

EEAIE R
Reasons for overdue
application

FiEs & EE
Uploading files

=Ei=dE EEISR— EEERE
Approval authority Processing Time Processing Results
20180914 15:04:08 +
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o8 5= hooh

National Cheng Kung University

REEEERE BE=E#Z H B SR BRI =i
LEAVE APPLICATION INQUIRY ~ APPROVAI AUTHORITY ~ ELATED INSTRUCTIONS ~ LOGOUT

FEFEZem Instructor(S)
B 17 Ak TH

=Em Advisor

H Home Page / BEZE#Z-E T (FIEXENEREE | | =ZTEEEI202EEE)
Approval authority-Department chair | | | Department chair .
(institute or program director) {Institute Or Program Director)

TS FE
ExmEgisian Chief Administrator Of
The Responsible Unit

‘_ --EEE=EEHIE HSelect queries ‘ | #EZE(=) equal to — l 3 Select queries |
- =B Delete-
FiE Select all EuiE =% Undo select all E= Confirmed = ZE A Details checkout

FEEE TEE, & BEEIE T —EEL  ZEEFEUE - Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved.

TR . . B
HEE === S L= =S - Year %EH@(EJ ﬁﬁaﬂﬂ{i‘é] No.
. Student ID %2 Mame . Duration Duration
Calart Sorial Mow Tumne nf leawe Nenartmeaent Tnctitnita i i

Approval Authority on the system : An instructor who doubles as the advisor
or department chair (institute or program director) should select each
position/identity in order of approval authority under the link of Application
Approval to complete approval procedures.



Approval Authority = position/identity

/
BREEH TR =i
LEAVE APPLICATION INQUIRY ~ RELATED INSTRUCTIONS ~ LOGOUT

B 17 Ak I

EH Home Page / BREEZ-EREM -
Approval authority-Instructor(s)

SR EEMm Instructor(S)

EEM Advisor

SR Note : Afteryou select Approval, the
‘ --EEEEHIEHSelect queries ‘ ‘ 185 (=) equal to apphcatlon Wlll proceed to the next

" stage and will not return.
D D :

Before you review the
=& Select all 3B =% Undo select all EZ Confirmed EZE 084 Details checkout application, you Ccan

5 BE TEE, & BERTEF—EEED s JEERWD - 1
Note: Select ApprovaJl and the application will be submitted to the next stage, which will not be retrieved. CheCk OUt the detalls'
L N e R emomee SEAHE)
BB EEER Y Year ) ) No.
HEiE ] Student ID & Name . Duration Duration
Serial No'¥ Type of leave Department/Institute  of of
Select no. (from) (to)
study Days
1 [ 107020036 758 Sick leave 1= 2 2018-09-21 2018-09-21 1

2 [ 107090031  #®{& Sick leave TE® 2 2018-09-07 2018-09-10 2




{E2 E= H5 =M Details of Leave Application

( )

Bs% AFFO0O0Od [3
Name of applicant Check out the details
EHEEER == Personal leawvs . o
Type of leave of the application.
RE=S=H 1311
Reasons k J
RES B S 2=5% BS4051062
rarme Student I Mo
=Fh TE IR |
Departnment/dnstiturte wear of study
agiss - Mo H=,HE=
Orwerseas = wies CountmywRegicn
EEHE 2018-09-14 tEEEE 1
Duration of Leawse 2018-09-15 Total days of
learnwe
fTEISESE oz131=2
robile Phomne Mo,
=ERiEAREGRsmEEN R 123
Fregusnthy—used
ermail
(For mnotrifcationd
EsHA TR R 123
Peasons for
owerdue application
e RS File prewview
Uploading files
(prnojpasdpeasedi
F=1EEAEEE Details of the application
[==1c] S HA BHi== RS iE
Crate D an- Session Courss title
2018-09-14 = =] s=E=mEsite it
2018-09-14 = 10 BEETmEEET Tl

W@EE Confinrmed CEEE] « [EE Reasons for rejection:

-




s5{5RE4#H Details of the application
HE £ BT ARz il

Date Day Session Course title

2018-09-28 h 9 EEEMEEHE

2018-09-28 10 EREEMEETHE

Fal
2018-10-05 al g EEaiirEEthait
Fal

2018-10-05 10 BEEirEETE

IONTR_TNZT D e e e el I i e o

Select Close and you will go back to the
checklist of applications pending approval.

2018-10-19 il 10 R ETh b

[@Iﬁ,’ﬁ Confirmed &Elﬁl + [EE Reasons for rejection:

EslentiniazIlthe application will
ISt nilaile8ie] the next stage. B C'Dﬂe] | I




Instructor or Advisor as Approval Authority:
Rejection !

=5 (BRBR 4l Details of the application

HE&A £ 5 B R 1
Date Day Session Course title
2018-09-18 o 2 = EHES

You must specify your reasons for the rejection.
The applicant will be informed of the reasons.
2018-09-1 Once submitted, the rejection will not be retrieved.

2018-09-1

ORIE Cnnfirmec&ﬁiﬁ@ » JRE Reasons for rejection: ]

s e | (|




BRI E
Reasons for
overdue application

HEXH
Uploading files .
(png/jpg/ipeg/pdf) A\ e

25 R840 Details of the applicatio
Date

2018-09-17

2018-09-17

2018-09-19

OREIE Confirmedf®:EEl » [EE Reasons for rejection: 3




REEH BESEZ AR BERRERSI g4
- APPROVAL AUTHORITY ~ RELATED INSTRUCTIONS ~ LOGOUT

BEEES-EEEM
Leave Application Inquiry =R
Instructor(s)

B5HE Home Page / REE

Leave a s Upon submission of an approved application, course
| s=swe=2 Nstructors are allowed to check out approval status
| wemmerssccaee] | esoaee ypder the link of Application Inquiries.

=5 Search : =k Delete :

=t ~
= 2 5
HEA Date —— . A HIEEE Course title 3&’%%{3‘{1}_ Student ID & Name —
Day Session Course title (English) o Department
- e MUSIC -~ FINE ARTS & _
1 2018-09-21 & 10 = EirEmEthsniE T —=r TE%
T ~
EMD - RHE
1D % Name 2 Year E—— 5 = BIR AR FEEZME Reasons for
Department/Institute  of Type of leave Serial No¥ Approval Status = ..
STdy Approval authority rejection
#EESUEE)EET
- . Und i b
2 TE: 2 R Official Leave 107090040 neerreview j.-'
staffer of the unit of
authority
EESEUES)TFET
- Und i b
2 TE=® 2 4MB Official Leave 107090040 naer review by

staffer of the unit of
authority



=5 Home Page / BEEE:=9

Leawve application imguin:

J

ww

[ E =R Checkout

B3
Serial Mo w

1 107093039

EEFHEIIEESelect querlEE- FE==)
EEER %TE':EEH'_
Type of leawe Du =0
fromm)

=iE Personal leaws 2018-09-19

—— e w

Advisors are allowed to check out the

EEE=s

-...- Tesults of review by course instructors in

the review of the application.

sEameD
- o. of
Cruratiom (o)
Days

2018-09-20 =

(e rer )

S HART RS
EFEIEEREE
=IEALS Owerdue
owal Statu Depart
Appr } Approval authority Time =

EHETEF S Under

rewview by the Adwisor

pes 107090035

=HiE Sick leawve 2018-09-21

2018-09-21 1

IEEEEEOD
Rejectad by
joetriaciore

= 10703

B Official Leawve 2015-09-13

2018-09-14 2

EEELES=EES

Under revisw by
staffer of the unit of

2018-10-01

2018-10-0%

201 85-09-28

authoriity
= >
n HErSE Curmently Page Mo = $E 1 HTotal pages ST 10 8T otal counts
l L =EEAREE Instructor approval status
( - STRE .
EHER E£EHH Bz : AR S E(EEED) EEM-SE
. z o titl A . Tel h
Date Day @ Session =S Hrse HHe Course title (English) Instructor StepTrone EERHLRE Appro
Extensihon

i = = i S ]

2012 Students are not

1 {39—13_ = = JmEE(—) STATISTICS (1) to receive appron
course iInstructor

official leawve app J




V.

/ Student Official Leave Application I ¥
(lnstructors advisors, department

. chairs, institute or program
>+ directors, chief of administrative
V <




Students must select unit of approval authority based on their reasons to
submit an official leave application: (example) Administrative Units

BHEEF FTERASREE ST =i
LEAVE APPLICATION INQUIRY ~ APPR . RELATED INSTRUCTIONS ~ LOGOUT

. HEE=H Instructor(S)
B 17 AR T

TEHEMAS

— —— ot e — Responsible Staffer
== Home Page /BESFEZE-THEUAE

Approval authority

-Responsible staffer { A unit of approval authority must enter
= the system to review an application )
|. --EEIEEAIE RS Select queries | | THEZ(=) equal to | | EXHEEEEE Select queries ‘

=28 Search -

=i Select all ExiE =i Undo select all [ = Conﬁrmed] [ =ZFH3£E Details checkout ]
EECEE TEEL E - BERETEIES - ZEUE - Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved.

iR FE
. L=~ =EHRAGE) FEOHEG
hiE BBk BEERER ZFR Year . . = Mo.
i Student ID == Mame i Duration Duration
Select  Serial No¥ Type of leave Department/Institute  of of
o, (from) (to)
study Days

[ 1 [ 107090040 4 Official Leave B54051062 2 2018-09-21 2018-09-21 1 ]




B I ABBEL S RER

E = Home Page / REFZ-TTHREMNAE
Approval authority

Responsible staffer A unit of approval authority is allowed to check

out the details of the application and decide
% whether to approve within its capacity.
: - FRREHIEE Select queries |V ‘ Upon submission of an approved application by the
24 Search responsible staffer, the application shall be pending
approval by the chief of the administrative unit.

218 Select all HUAZE Undo select all [E= Confirmed

R . RH
* , e ) 2 spEmE ZEEEGE
o =l S SR Student ID #£2 Name i Year Duration Duration
Select Serial No¥ Type of leave Department/Institute  of of

; f t
e study (from) (to) Days




REEH THBAZREAS =xuw

LEAVE APPLICATION INQUIRY ~ AF ] A LATED INSTRUCTIONS ~ LOGOUT

FEREED Instructor(S)

iEEm Advisor

55 Home Page / RESZ-THENEE THEf e
Approval authority Chief Administrator Of
-Chief administrator The Responsible Unit

of the responsible unit

| | ** Decide whether to approve the
--:ERIEEIE HSelect queries |V B (=) eque . . . . .
q ~ " application within your capacity.

£ Select all A =2 Undo select all | Sl= Confirmed I EZEAB:l Details checkout l

5 &= TEEL & BEEEE T —E=L EEBWE - Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved.

F§ . xu
P ES gk BREER St fft D P2 N A Year ﬁflﬂﬁ(ﬂ) ﬁ[flaatmf(@ No.
Select Serial NoV¥ Type of leave Hee ame Department/Institute  of Hration ration of
no. (from) (to)
study Days

107090035  &{& Official Leave B54051062 2 2018-09-21 2018-09-25 3




54 Details of the application

HEA ==l i PRIzl
Date
2018-09-
2018-08- Lg BE=aau1n! Application review completed
2018-09-
2018-09-
2018-09-24
2018-09-24 — 8 FIERE
2018-09-25 _ 2 FETR(—)
2018-09-25 _ 8 =Ei
2018-09-25 _ 9 =6
2018-09-25 — 10 I=Eir -

[@Iﬁ%ﬁ Confirmed TE@ + [EE Reasons for rejection:




ofe 7 oA

T National Cheng Kung University

REEZ AR B R S 4 2
APPROVAL AUTHORITY ~ RELATED INSTRUCTIONS - LOGOUT
BEEH-FFEM

| eave Application Inquiry [ﬂﬁ%%ﬂf%{ﬁﬁ*%
Instructor(S)

B E Home Page / RREEE S— N - .
Dleavea| o Upon submission of an official leave

A - < s o o o
p— apl.Dll.CatIOI‘l, the chief of the admlms.tratlve
| mmmmeERselectqueriesy] | | 1850 equalto unit is allowed to check out the details and

| review results of the application

[ EEHR# Checkout ]
= REREE! wiH E‘] G2) HEFRERAGE) B SRR = AR E.
. Duration ) MNo. of E&A,ME Overdue
Serial No¥ Type of leave Duration (to) Approval Status ) Departme
(from) Days Approval authority Time

EEEU@EE)EET

Under review by

1 1070290040 {8 Official Leave 2018-09-21  2018-09-21 1 2018-10-01 TE=

staffer of the unit of




BRI

Reasons for overdue
application
TEH FREBE File preview
Uploading files
kM [RA
Reasons for rejection:
a )
A EERE EEER
Approval authority Processing Time Processing Results
20180917 18:39:48 FEEL
\< J
#E close

Upon submission of an official leave application by the chief of the administrative unit,

the system will inform the applicants and department chairs that the application has
been filed for administrative verification.



>\/Presei*z tation the end ~*

el _’//" \\,.

Y~ Thank you ~

)

If you have any questlons concerning the student
leave apphcatlon,/ u are welcome to contact us
at the Student Asﬁtance Division on the third
floor of the Yun- Plng Administrative Building.
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