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Student Leave Application and Inquiry Operation Process - Mobile App Version
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e Download the Yuan Ze University app on your mobile phone.

e Log in to your personal portal by entering your account and password (the account is your student 1D,
and the default password is your personal ID card number with uppercase letters for English
characters. If you have changed it, please use the new password).

e Click on "Leave," then select "Student Leave," and click on "Add Leave."

e Choose the "Leave Type," fill in the "Reason for Leave," and click on "Start Date/End Date." After

completing, click "Confirm" to submit.
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Student Leave Application and Inquiry Operation Process - Desktop Version
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Please log in to your personal portal first, enter your account and password (the account is your
student ID, for example: s1101234, and the default password is your ID card number with uppercase
letters for English characters. If you have changed it, please use the new password).
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After entering your personal portal, click on "Academic Affairs" and then select "Online Leave."
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"Instructions for Online Leave Compliance" Please click: Agree.
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"Leave Regulations Quiz" - Answer the questions (Refer to Article 1 of the Student Leave Regulations
and Article 26 of the School Regulations for reference).
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For leave data input, click on "Leave Type," then fill in the "Reason for Leave." Afterward, click on
"Start Date/End Date," and upon completion, be sure to click "Confirm" to submit.
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Additional options such as leave application inquiry, attendance records, and cancellation of leave

application can be selected based on your needs. Please refer to the menu as shown in the following
diagram:

« EFEEE « EBEEEH » FIEFESCE « English Version « FUEEBE » .



