
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) 2

http://leavesys.ncku.edu.tw/


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. 3





I.
Non-official Leave 

Application

(Students)
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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.
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Please select “Type of Leave” and please read “Instructions 
for Type of Leave” and “Approval Procedures”.
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Personal Leave Application Examples and Instructions (1):
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All columns must be completed. Submission 
will fail with uncompleted columns.

Please select duration of leave (and check out courses 
scheduled during the period of leave.



Personal Leave Application Examples and Instructions (2):
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1. Check out the courses scheduled for dates during the 
period of leave and select the ones for the leave application

2. Select the 
courses 
for the 
application: 
Select one
item 

(Select) 
or all
items
(Select all). 

Re-select is 
allowed.



Personal Leave Application Examples and Instructions (3):
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After selecting all 
courses scheduled for
the two-day duration 
of leave from September
12 to 13, please submit 
your application for 
approval by your

instructor and advisor.



Personal Leave Application Examples and Instructions (4):
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Submission failed???
An application for personal leave 
shall be submitted for approval in 
advance of the leave.
The duration of leave was between 
September 12 and 13. The 
application was submitted on 
September 15.Overdue!

You should specify reasons for 
overdue submission before 
submitting the application 
for approval.



Personal Leave Application Examples and Instructions (5):

請假單送出成功
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Reasons for overdue
submission have been 

specified.

Submission completed



Personal Leave Application Examples and Instructions (6):
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1. Upon submission, you are allowed to check 
out review results under the link of Student 
Leave Application Inquiries.

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 
to submit a new application.) 



Personal Leave Application Examples and Instructions (7):
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You are allowed to check out review results and keep in contact with 
your instructors and advisor to facilitate the application process.



Personal Leave Application Examples and Instructions (8):
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Select “Checkout” to read the details
of your application and review results.



II. 
official Leave Application 

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



Please complete all required columns in order. Submission will fail with 
uncompleted columns.
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★ Students must select unit of approval authority based on their reasons 
to submit an official leave application.
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Upon selection of unit of approval authority, please read Examples, Approval 
Procedures and Important Notes to avoid any mistake and failed submission.
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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. 

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

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



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.
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With courses selected, select Days of Leave Calculation and the 
total number shows up automatically online. 25



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

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

3. Upon confirmation, select Submit. 26



A. Application Inquiry: Upon submission, you are allowed to check 
out your application records.
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B. Application Inquiry: You are allowed to check out approval 
status for the application for leave from each course.
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C. Button functions under Application Inquiry: Select Checkout
to read review results. 
Select Cancel to cancel the application.
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C-1 “Checkout”: To read application review results/approval status .
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C-2 “Cancel”: To cancel the application .
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IV. 
Approval of Student 
Non-official Leave

by instructors, advisors, 
chiefs of administrative units
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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.

Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved. 



Approval Authority position/identity

Note：After you select Approval, the 
application will proceed to the next 
stage and will not return.

Before you review the 
application, you can 
check out the details.

Select

Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved. 



Check out the details 
of the application.

Details of Leave Application



Upon approval, the application will 
be submitted to the next stage.

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



Instructor or Advisor as Approval Authority: 
Rejection！

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





Upon submission of an approved application, course 
instructors are allowed to check out approval status 
under the link of Application Inquiries.

Approval authority



Approval authority

Advisors are allowed to check out the 
results of review by course instructors in 
the review of the application.



V. 
Student Official Leave Application 
(instructors, advisors, department 

chairs, institute or program 
directors, chief of administrative 

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

《A unit of approval authority must enter 
the system to review an application》

Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved.



Upon submission of an approved application by the 
responsible staffer, the application shall be pending 
approval by the chief of the administrative unit.

A unit of approval authority is allowed to check 
out the details of the application and decide 
whether to approve within its capacity.



Decide whether to approve the 
application within your capacity.

Note: Select Approval and the application will be submitted to the next stage, which will not be retrieved.





Upon submission of an official leave 
application, the chief of the administrative 
unit is allowed to check out the details and 
review results of the application

Approval authority



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.



～Presentation the end～
～Thank you～

If you have any questions concerning the student 
leave application, you are welcome to contact us 
at the Student Assistance Division on the third 
floor of the Yun-Ping Administrative Building.
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