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The Process of Online Approval for Taking Leaves
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Step 1: Click "Home Page”. Step 2: Click “Staff.”
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Click “Online Approval for Taking Leaves.
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Step 1: Log-in “ID” & “Password”

Step 2: Press “Confirm”
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Step 1: Read the instructions of “Online Approval for Taking Leaves”

Step 2: Log-in “Operation Process of Approval Leaves”
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Please check “Grant” or “Reject”™ in the “Werification” column.
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A student’s reguest will be rejected if teachers do not werify the
regquest before it is due. We suggest you work on it at a fixed time every day.
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After checking all the requests, please click “Sawve” and “Send”.

The data will immediately be submitted to the system and the web

server for inguiry, and it will become unchangeable. If you need to

make changes, please come to Student’s ARdwvisor Section, Office of

Student Affairs or Student Affair Section, Diwvision of Continuing B
Education in person.
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To awvoid confusion, the reguest that wyou hawve checked
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t will not appear when you log in the system again.
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If the course is given by several instructors jointl
Only the instructor who gives the lecture at that ti
the others do not have to process the reguest.

the instructors will receive the request.
check the request;
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Step 1: Homeroom Teacher of 5-year Junior College (Teaching University) Will
See the Image (Approval for Taking Leaves by Homeroom Teacher)

Step 2: Press “Confirm”
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Approval or Disapproval, click here.
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approval disapprowval

the record, please press

“save 1n advance.
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Finish the process, “consultation face to face*- student
please press “confirm* should explain the reason of leaves
within 3 days
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The Instructor of University Will See the Image (Following
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Approval for Taking Leaves by the Instructor W

Search the

student’s
absent record
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#Please remember to click “*Sawe™ and “Send™ after checking students” request for lzaves of absence.




