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教師線上核假操作流程 

The Process of Online Approval for Taking Leaves 

登錄「文藻首頁」→選取「教職員」（如下圖箭頭指示處) 

Step 1: Click “Home Page”. Step 2: Click “Staff.” 

 

於下圖點選「教師線上核假」（如箭頭指示處) 

Click “Online Approval for Taking Leaves.” 

 

登錄「帳號」、「密碼」（即登錄校務資訊系統的帳號、密碼)→確定送出 

Step 1: Log-in “ID“ & “Password“   

Step 2: Press “Confirm“ 
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閱畢「教師核假作業注意事項」→「進入核假作業」（如下圖箭頭指示處） 

Step 1: Read the instructions of “Online Approval for Taking Leaves“ 

Step 2: Log-in “Operation Process of Approval Leaves“ 

 

 

以下為五專部導師（同時授課大學部）所看到的核假畫面(五專部的學生請假由導師審核)

→核假完畢請按「傳送」(倘若您欲保留可以修正的空間，則請先「暫存」) 

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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下圖為大學部課程授課教師所看到的核假畫面（所有操作流程同上述步驟) 

大學部的學生請假由任課教師簽核 

The Instructor of University Will See the Image (Following the instructions) 

Approval for Taking Leaves by the Instructor 

 

教師亦可勾選「親洽」，學生將於 3

日內找您說明 

The teacher also can click 

“consultation face to face“- student 

should explain the reason of leaves 

within 3 days 

處理完畢請按「傳送」

Finish the process, 

please press “confirm“ 

教師欲保留可以修正的空間 

請按「暫存」 

If teachers would like to correct 

the record, please press 

“save“  in advance. 

教師「核准」或「不核准」，請於此處進行勾選 

Approval or Disapproval, click here. 

 

查詢學生缺

曠資料 

Search the 

student’s 

absent record 


