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1. Add Leave Request Form
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(1). Click “Add Leave Request Form”




o ETE || gy R

O Fempams 10 sEenEEn

£2HR HFR 2 THIF B TEEIE AR B EE EEAS WRTERE  RIEERE fEsEFE | EHPIA AR FREEERF?
(=) ERERFR DRI 1 #F EACRAL - ok 555t Rlaa (B A

(2). Click “1 have read and understand the rules and regulations listed above.”
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(3). Select your “type of leave”
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(4). “Reasons”
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(5). Is there any test or exam on that day?
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(6.) Click “Select a file” to upload attachments
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(7). Select the date of your leave
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(8). Select period of absence
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1. Select all: Click on the checkbox the red arrow points at. (The system will automatically tick all

the checkbox of leave forms.)
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2. Select one session

IE2riE ELE

ELZIRE]
F B
Bl
7+ e
=+ iR

g

v am

gl
7+ PhE

3R
&
&

2013f5/26




IR

[ERTTE (RS

X
BERE | 28 -
el T L BET 3¢ T
TRREEIRE S () WIREEREE BE X H
EEREELE B 8 R ¥
e
o A *EEET NXXXAKKXKX
SEEEE  OF Rt  EFEHEE oo o0 o o il
11 AR Rl =
013050600287 101 TR + gy
013050600286 101 T CREgaEE OF OF
Frg Al P LR S T R
Fidis 10 oo G BB T
TEm
T Fi#2: _fokHE: R | T
=, BoE Fit#4 30 _EiHiE: L, WEERE | T
T THZIA 2ME |
* BefeER: | 20130426 [}
AR =
bl e
T BB B AEEE
O] 2013045 DR:00-0%: 0{EE 18] FRfeE
D304 02:00-10:00(5526) FREES
T 04 10:00-11: 00[HEHT) FRIES
1] D3048 11:00-12:00{Z48) +RFEE
W 20130426 12:00-13: 00{EESHT) Irigihe
M 2013-04% 13:00-19:00{g5k1) Tk
o =7 w2 B

(L) BB

[:l) L\

\\

(9). Click “Confirm”, “Save as Temporary Form”, or “Cancel”
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1. Confirm: Save and send the leave form
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2. Save as Temporary Form: The leave form will not be sent. Student can alter leave forms within

prescribed time limit.
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3. Cancel: Cancel the leave form
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(10). After clicking “Confirm” or “Save as Temporary Form”, check whether your form is shown in the
bar. (as in the red box)

The status of leave form is shown in the bar. “Approved” means that your leave application is approved.

Click “Print” to print your approved leave form. Another way to check you leave form status is to click on
“Leave Records” or “Search Leave Form Status”.
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2. Print Approved Leave Forms
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1. Click on “Print Approved Leave Form”
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2. Print Approved Leave Form
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3. Rejected Leave Forms
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1. Click on “Print the Leave Form”
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2. Print rejected leave forms and take leave in accordance with rules and regulations.
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4. Cancel Leave
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1. Click on “Confirm” or “Cancel”
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1. Confirm: Send Application
2. HUH : BUMSHBHGE -

2. Cancel: Cancel Application
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4. After sending the application, check the application status. “Waiting for approval” means that your

applications are sent.
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5. Search Leave Records
(—) S RACEERE

1. Click “Search Leave Records”
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2. Select academic year and semester
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3. Click on “Search” or “Reset”
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1. Search: Leave records will show based on search conditions
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2. Reset: Reset search conditions
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4. Click on Search and Leave records will show based on search conditions
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Search Leave Forms Status
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1. Click on “Search Leave Forms Status”
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2. Set search conditions
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3. Click on “Search” and “Reset”
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1. Search: Leave forms status will show based on the search conditions
2. EEx O EERME

2. Reset: Reset search conditions

EEREESIR

&

2013f6/27




= REAIE | &R IREIRAEREE

HBE
pomm g en

85 101 v
SH: O 8% OLt8H o TEM
FREBRE: O ® ®

M SENE  ARIERE)E  ARFRRAERE  BE &8
% # e
SEMEE: O KEE O @Bz O TEE O e

PO = '

(PU) RS B A R (R RS -
4. Click on “Search” and leave forms status will show based on the search conditions
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