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休、退學流程 Process for Leave of Absence and Withdrawal



自110-2學期起，休復退學申請採網路申辦【111 年2月14日上線】
Starting from the 110-2 semester, applications for leave of absence, re-enrollment, and 
withdrawal applications will be processed online. [Available from February 14, 2022]

休復退系統 Leave of Absence, Re-enrollment, and Withdrawal System

• 帳號：學生請輸入學號
• 密碼：同校務行政資訊系統。
• 系統支援瀏覽器：

• 一般電腦：IE 10+ / Edge / Chrome / FireFox
• 行動設備：Android Browser & WebView / Safari / 

Chrome / FireFox

• 帳號密碼問題窗口請洽：電算中心分機13134

• Username：Students please enter student ID
• Password：Use the same password for student portal 
• Supported Browsers：

• For computers：IE10+ / Edge / Chrome / FireFox
• For mobile devices：Android Browser & WebView/

Safari/ Chrome / FireFox

• For account and password issues, please contact the Computer and 
Network Center at extension 13134
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網址 URL：https://apply2.nkust.edu.tw/srw

https://apply2.nkust.edu.tw/srw


休復退申請操作流程-【登入畫面】Application Process - [Login Page]
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開始休復退申請
 點選功能選單
 進入學生申請作業
 選擇所要申請項目

Steps for Applying :
 Click on the menu options
 Enter the student 

application portal
 Select the item you wish 

to apply for

登入休復退系統 Login System
12

1. 可辦理復學申請為前學期休學期限已到，於次學期加退選截止前需復學者。
2. 於開學日後申請休退學者，依規定需先完成註冊繳費手續始得辦理。
3. 申請休退學者，送出申請後請主動與導師/指導教授聯繫。
4. 休退學申請截止日依本校行事曆公告為準，逾期申請不予受理。

1. Reinstatement applications can be processed if the leave of absence from the previous 
semester has expired, and the student needs to be reinstated before the add/drop 
deadline of the next semester.

2. For students applying for leave of absence or withdrawal after the start of the semester, 
registration and payment procedures must be completed first as required.

3. Students applying for leave of absence or withdrawal must contact their advisor or 
thesis supervisor after submitting the application.

4. The application deadline for leave of absence or withdrawal is based on the university's 
academic calendar, and late applications will not be accepted.

注意
Notes:

Student Application 

Re-enrollment
Application 
Leave of Absence
Application 
Withdrawal Application 



休復退申請操作流程-【常見系統無法申請原因】
Application Process - [Common Reasons for Unable to Apply]
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 非休復退申請開放時間。Outside of application submission period.

 當學年學期已提出申請，不得重複申請。
Once an application has been submitted for the current academic semester, duplicate applications are not allowed.

 休退學申請，系統僅能申請當學期，欲辦理次學期休退學，於次學期申請時間開放後，才能提出申請。
Only allows applications for the current semester. To apply for leave of absence or withdrawal for the next 
semester, the application can only be submitted after the next semester's application period opens.

 前學期休學者，逾開學日後申請休退學，請先辦理復學申請並註冊繳費!!
If you are applying for leave or withdrawal after the start of classes, please first complete the reinstatement process 
and pay the registration fee.

 在學者，逾開學日後申請休退學，請先完成註冊繳費。
For current students, apply after the start of classes, please complete the registration and payment process first.



復學申請操作流程-【復學申請步驟】
Re-enrollment Application Process - [Steps for Re-enrollment Application]
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 所開放辦理之學年學期申請單。
Application form for the available academic year and semester.

 進入學生申請作業，點選【復學申請】→【新增】。
Click on [Reinstatement Application] → [Add New].

※注意事項 Notes ※

 可辦理復學申請為前學期休學期限已到，於次學期加退選截止前需復學者。
Reinstatement applications can be processed if the leave of absence from the previous semester has 
expired, and the student must be reinstated before the add/drop deadline of the next semester.

 欲申請復學者，申請截止日為每學期課程加退選截止日。
The deadline for reinstatement applications is the course add/drop deadline of each semester.

1

2



復學申請操作流程-【新增申請單】
Re-enrollment Application Process - [Add Application]
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 系統自動帶出學生基本資料，請先確認基本資料是否正確，如
聯絡資料有誤，請至校務行政資訊系統修正，再回系統申請。
The system will display the basic information, please 
verify its accuracy. If there are any errors in your contact 
information, please update it in the Academic 
Administration System before returning to submit your 
application.

 上傳證明文件，Ex：退伍令、休學證明書或其他書面證明。限
傳PDF檔，檔案大小限制2MB；多文件請彙整成一份後上傳。
Upload supporting documents (e.g., discharge papers, 
leave of absence certificate, or other official documents). 
Only PDF files are accepted, with a maximum file size of 
2MB. If you have multiple documents, please combine 
them into a single file before uploading.

※提醒事項 Reminders※

 休學期間應徵入伍者，請檢附退伍令，並註明入伍及退伍日期。
Students who were drafted into military service during 
their leave of absence must upload their discharge papers 
and specify both their enlistment and discharge dates.

 原為保留入學資格者，請檢附畢業證書正本或同等學歷證書正本。
Students who originally deferred their enrollment must 
upload the original diploma or an equivalent academic 
certificate.

 送出申請
Submit the application



復學申請操作流程-【申請表單】
Re-enrollment Application Process - [Online Application Form]

1. 送出申請後「無法修改」，如須修正請先「撤銷」申請後
再重新申請。
Once the application is submitted, it cannot be modified. If 
you need to make changes, please withdraw the application 
first and then reapply.

2. 收到補件通知信，進入系統，先點選【詳細】查看審核單
位意見，再點選【上傳補件】將補件文件上傳。
If you receive a request for additional documents, log into 
the system, click on [Details] to review the comments from 
the reviewing unit, and then click on [Upload Additional 
Documents] to submit the required files.

1

2
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復學申請操作流程-【審核狀態查詢】
Re-enrollment Application Process - [Review Status Inquiry]
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點選【詳細】，可查詢申請單內容及審核狀態。
Click on [Details] to check the application details and review status.



休學申請操作流程-【休學申請步驟】
Leave of Absence Application Process - [Steps for Leave of Absence Application]
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 進入學生申請作業，點選【休學申請】。
Go to the Student Application Portal and click 
on [Leave of Absence Application].

 所開放辦理之學年學期申請單。
Select the application form for the available 
academic year and semester.

 點選【新增】，請先詳閱申請單下方提醒事項。
Click on [Add New] and carefully read the 
reminders at the bottom of the application 
form.



休學申請操作流程-【新增申請單①】
Leave of Absence Application Process - [Add Application ①]
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2

 系統自動帶出學生基本資料，請先確認基本資料
是否正確，如聯絡資料有誤，請至校務行政資訊
系統修正；戶籍地址有誤請洽各校區綜合業務處。
The system will display the basic information, 
please verify its accuracy. If your contact 
information is incorrect, update it in the 
Academic Administration System. If your 
registered address is incorrect, please 
contact the General Affairs Office at your 
campus.

 填寫欲休學期間、休學原因類型、休學原因及須
於說明欄位敘明休學理由。
Fill in the requested leave period, select the 
type of leave reason, and provide a detailed 
explanation in the designated field.

※提醒事項 Reminders ※
 休學申請至多兩學年(4學期)。

A leave of absence can be requested for a 
maximum of two academic years (four 
semesters).

 請確認所申請學年學期及休學期間，是否為所要辦
理事項。
Please confirm that the requested academic
year, semester, and leave period match your
intended application.



休學申請操作流程-【新增申請單②】
Leave of Absence Application Process - [Add Application ②]
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 上傳證明文件，Ex：存摺封面影本、家長同意書、自願放
棄學生團體保險切結書或其他證明文件。限傳PDF檔，檔
案大小限制2MB；多文件請彙整成一份後上傳。
Upload Documents e.g., a copy of the bankbook 
cover, parental consent form, voluntary waiver of 
student group insurance declaration, or other 
supporting documents. Only PDF files are accepted, 
with a maximum file size of 2MB. If you have multiple 
documents, please combine them into a single file 
before uploading.

※提醒事項 Reminders※
 未成年者，請上傳家長同意書(須親簽)。

For minors, please upload the parental consent form 
(must be personally signed by the parent).

 如放棄學生團體保險者，請上傳自願放棄學生團體保險切
結書。
If waiving student group insurance, please upload the 
voluntary waiver of student group insurance 
declaration.

 其他證明文件，如區域醫院以上證明(因病者)、徵集令(因
兵役者)、醫院之證明文件(因懷孕、分娩者)、戶籍謄本(因
撫育三歲以下子女者)..等。
Other supporting documents may include:
Medical certificates from a regional hospital or higher 
(for medical leave), Military draft notice (for military 
service), Hospital-issued documents (for pregnancy 
or childbirth), Household registration transcript (for 
caring for a child under three years old).



休學申請操作流程-【新增申請單③】
Leave of Absence Application Process - [Add Application ③]
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 勾選【我已詳閱上述規定及注意事項，了解並同意
上述說明(請打勾)】，點選【送出申請】。
Check the box for "I have read and 
understood the above regulations and 
notices, and I agree to the statements above 
(please check the box)." Then, click [Submit 
Application].

※注意事項 Important Notices ※

 休學學期內已修科目及成績概不計算!!!

Courses taken and grades earned during the 
leave of absence semester will not be counted.

 於開學日後申請休退學者，依規定需先完成註冊繳
費手續始得辦理。

If applying for a leave of absence or 
withdrawal after the start of classes, 
registration and tuition payment must be 
completed first, as per regulations.

 申請休退學者，送出申請後請主動與導師/指導教
授聯繫。

After submitting the application, please 
proactively contact your advisor/supervisor.

 點選 可查詢校內分機號碼。

Click to check extension numbers.
？

？



休學申請操作流程-【申請表單】
Leave of Absence Application Process - [Online Application Form]

1

2
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1. 送出申請後「無法修改」，如須修正請先「撤銷」申請後
再重新申請。
Once the application is submitted, it cannot be modified. If 
you need to make changes, please withdraw the application 
first and then reapply.

2. 收到補件通知信，進入系統，先點選【詳細】查看審核單
位意見，再點選【上傳補件】將補件文件上傳。
If you receive a request for additional documents, log into 
the system, click on [Details] to review the comments from 
the reviewing unit, and then click on [Upload Additional 
Documents] to submit the required files.



休學申請操作流程-【審核狀態查詢】
Leave of Absence Application Process - [Review Status Inquiry]
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點選【詳細】，可查詢申請單內容及審核狀態。
Click on [Details] to check the application details and review status.



退學申請操作流程-【退學申請步驟】
Withdrawal Application Process - [Steps for Withdrawal Application]
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 進入學生申請作業，點選【退學申請】。
Go to the Student Application Portal and 
click on [Withdrawal Application].

 所開放辦理之學年學期申請單。
Select the application form for the 
available academic year and semester.

 點選【新增】，請先詳閱申請單下方提
醒事項。
Click on [Add New], and carefully read 
the reminders at the bottom of the 
application form.

1

2

3



退學申請操作流程-【新增申請單①】
Withdrawal Application Process - [Add Application ①]
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 系統自動帶出學生基本資料，請先確認基本資料是否正確，
如聯絡資料有誤，請至校務行政資訊系統修正，再回系統申
請。
The system will display the  basic information, please 
verify its accuracy. If your contact information is 
incorrect, update it in the Academic Administration 
System and then return to submit your application.

 填寫退學原因類型、退學原因及須於說明欄位敘明退學理由。
Fill in the withdrawal reason type, provide the reason 
for withdrawal, and explain your reason for 
withdrawal in the explanation field.

 上傳證明文件，Ex：存摺封面影本、家長同意書。限傳
PDF檔，檔案大小限制2MB；多文件請彙整成一份後上傳。
Upload supporting documents, e.g., a copy of the 
bankbook cover, parental consent form. Only PDF files 
are accepted, with a maximum file size of 2MB. If you 
have multiple documents, please combine them into a 
single file before uploading.

※提醒事項 Reminders ※
 請確認所申請學年學期，是否為所要辦理事項。

Please verify that the requested academic year and 
semester match your intended application.

 依本校辦法規定，因其他原因申請退學者，專科部及大學部
學生應繳交家長或監護人同意書，始得辦理退學手續。
According to university regulations, if applying for 
withdrawal for reasons other than medical or military, 
students in the associate degree and undergraduate 
programs must submit a parental or guardian consent 
form before the withdrawal process can be completed.

3



退學申請操作流程-【新增申請單②】
Withdrawal Application Process - [Add Application ②]
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 勾選【我已詳閱上述規定及注意事項，了解並同意
上述說明(請打勾)】，點選【送出申請】。
Check the box for "I have read and 
understood the above regulations and 
notices, and I agree to the statements above 
(please check the box)." Then, click [Submit 
Application].

※注意事項 Important Notices ※

 退學學期內已修科目及成績概不計算!!!

Courses taken and grades earned during the 
Withdrawal semester will not be counted.

 於開學日後申請休退學者，依規定需先完成註冊繳
費手續始得辦理。

If applying for a leave of absence or 
withdrawal after the start of classes, 
registration and tuition payment must be 
completed first, as per regulations.

 申請休退學者，送出申請後請主動與導師/指導教
授聯繫。

After submitting the application, please 
proactively contact your advisor/supervisor.

 點選 可查詢校內分機號碼。

Click to check extension numbers.
？

？



退學申請操作流程-【申請表單】
Withdrawal Application Process - [Online Application Form]

1

2
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1. 送出申請後「無法修改」，如須修正請先「撤銷」申請後
再重新申請。
Once the application is submitted, it cannot be modified. If 
you need to make changes, please withdraw the application 
first and then reapply.

2. 收到補件通知信，進入系統，先點選【詳細】查看審核單
位意見，再點選【上傳補件】將補件文件上傳。
If you receive a request for additional documents, log into 
the system, click on [Details] to review the comments from 
the reviewing unit, and then click on [Upload Additional 
Documents] to submit the required files.



退學申請操作流程-【審核狀態查詢】
Withdrawal Application Process - [Review Status Inquiry]
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點選【詳細】，可查詢申請單內容及審核狀態。
Click on [Details] to check the application details and review status.



聯絡資訊 Contact Information
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高雄科技大學聯絡電話 NKUST Contact Phone Number：(07)601-1000

：51103、51105、51108、51110~51113。

：53103~53105、53107。

：52103、52104、52108。

：18502、18503。

：25022、25023。
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建工校區學生詢問分機
Jiangong Campus Student Inquiry Extension

第一校區學生詢問分機
First Campus Student Inquiry Extension

楠梓校區學生詢問分機
Nanzih Campus Student Inquiry Extension

燕巢校區學生詢問分機
Yanchao Campus Student Inquiry Extension

旗津校區學生詢問分機
Cijin Campus Student Inquiry Extension
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