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I. Minimum System Requirement and Useful Information 
 

Browser  

CUSIS is compatible to desktop and mobile versions of most commonly used browsers.  For details 

on supported browser versions, please visit http://www.cuhk.edu.hk/cusis/com/cusis-

PCrequirement.pdf.   

 

Pop-up  

You might need to allow pop-ups in your browsers to access some specific CUHK online 

information.  If your internet browser blocks pop-ups by default, you could follow the steps at 

www.cuhk.edu.hk/itsc/training/faq-popup.html to allow cuhk.edu.hk for pop-ups.   

 

Session Timeout  

When you leave the MyCUHK window idle for more than 20 minutes, the system will log you out. 

The timeout message will pop up two minutes before the session expires. Click OK to remain 

signed in. 

 

Eligible Users 

The online leave application system will be opened to both research postgraduate students and 

taught postgraduate students, excluding Associate Students, which may be accessed by students’ 

OnePass login accounts on MyCUHK.  Newly admitted students with temporary registration 

account will not be able to access this function in MyCUHK.  

 

Leave Types and Reasons 

Applications fall into four categories i.e. RPg students who are PGS holders, RPg students who are 

not or no longer are PGS holders, HKPFS awardees within their respective Fellowship period and 

taught postgraduate students.  In this light, the system further organizes leave applications by type 

having regard to various leave reasons.  

   

RPg Students 

Student 

Type 

Leave 

Type 

Reason Allow 

Free 

Text 

Input 

(Yes/No) 

Allow 

Document 

Upload 

(Yes/No) 

Compulsory 

Uploading of 

Required 

Supporting 

Document 

(Yes/No) 

Compulsory 

Uploading of  

Supplementary 

Information 

(Yes/No) 

RPG 

(with 

PGS) 

In-

residence 

leave 

Conference/ 

Seminar/ 

Workshop 

Yes Yes Yes Yes 

Academic Visit/ 

Data Collection/ 

Exchange/ 

Fieldtrip/ 

Summer School 

Yes Yes Yes Yes 

http://www.cuhk.edu.hk/cusis/com/cusis-PCrequirement.pdf
http://www.cuhk.edu.hk/cusis/com/cusis-PCrequirement.pdf
http://www.cuhk.edu.hk/itsc/training/faq-popup.html
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Student 

Type 

Leave 

Type 

Reason Allow 

Free 

Text 

Input 

(Yes/No) 

Allow 

Document 

Upload 

(Yes/No) 

Compulsory 

Uploading of 

Required 

Supporting 

Document 

(Yes/No) 

Compulsory 

Uploading of  

Supplementary 

Information 

(Yes/No) 

RPG 

(with 

PGS) 

In-

residence 

leave 

 

Others Yes Yes No Yes 

No-pay 

leave 

Personal Yes Yes No Yes 

Medical Yes Yes Yes Yes 

Others Yes Yes No Yes 

RPG 

(w/o 

PGS) 

 

 

 

 

 

 

 

In-

residence 

leave 

 

 

Conference/ 

Seminar/ 

Workshop 

Yes Yes Yes Yes 

Academic Visit/ 

Data Collection/ 

Exchange/ 

Fieldtrip/ 

Summer School 

Yes Yes Yes Yes 

Others Yes Yes No Yes 

 

Non-

academic 

leave 

Personal Yes Yes No Yes 

Medical Yes Yes Yes Yes 

Others Yes Yes No Yes 

 

HKPFS awardees 

  

Student 

Type 
Leave Type Reason Allow 

Free 

Text 

Input 

(Yes/No) 

Allow 

Document 

Upload 

(Yes/No) 

Compulsory 

Uploading 

of Required 

Supporting 

Document 

(Yes/No) 

Compulsory 

Uploading of  

Supplementary 

Information 

(Yes/No) 

HKPFS 

(Within 

Fellowship 

Period) 

In-residence 

leave 

Conference/ 

Seminar/ 

Workshop 

Yes Yes Yes Yes 

Academic 

Visit/ Data 

Collection/ 

Exchange/ 

Fieldtrip/ 

Summer 

School 

Yes Yes Yes Yes 

Others Yes Yes No Yes 

Non-

academic 

leave 

Personal Yes Yes No Yes 

Medical Yes Yes Yes Yes 

Others Yes Yes No Yes 
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HKPFS awardees upon the expiry of their respective fellowship period will have to choose the 

tracks designated for regular RPg students for filing of leave applications.  

 

 

TPg Students 

Student 

Type 

Leave 

Type 

Reason Allow 

Free Text 

Input 

(Yes/No) 

Allow 

Document 

Upload 

(Yes/No) 

Compulsory 

Uploading of 

Required 

Supporting 

Document 

(Yes/No) 

Compulsory 

Uploading of  

Supplementary 

Information 

(Yes/No) 

TPG 

 

 

 

 

 

 

Leave of 

Absence 

 

 

 

 

 

Personal Yes Yes No Yes 

Medical Yes Yes Yes Yes 

Others Yes Yes No Yes 

Conference/ 

Seminar/ 

Workshop 

Yes Yes Yes Yes 

Academic Visit/ 

Data 

Collection/ 

Exchange/ 

Fieldtrip/ 

Summer School 

Yes Yes Yes Yes 

 

Leave Duration  

RPg Students 

For RPg students, the duration of leave entitlement and leaves taken is calculated on the basis of 

days regardless of leave types.     

Applications submitted for approval will be brought to approvers at the appropriate level through 

the predefined approval paths.  

If the leave period intended is beyond the normative study period or the fellowship period, separate 

applications should be submitted.   

 

EXAMPLE 1: 

 

Student Type: RPg student 

 

Intended period of In-residence leave/ No-pay leave: From 01/05/2021 to 31/08/2021 

Normative study end date: 31/07/2021 

 

Student will have to submit two separate leave applications:  

1st application: From 01/05/2021 to 31/07/2021 (up to the end of normative study period) 

2nd application: From 01/08/2021 to 31/08/2021 
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EXAMPLE 2:  

 

Student Type: HKPFS Awardee 

 

Intended period of In-residence leave/ No-pay leave: from 01/06/2020 to 31/08/2021 

Fellowship End Date: 31/07/2020 

Normative Study End Date = 31/07/2021 

 

 

Students will have to submit three separate leave applications:  

1st application: From 01/06/2020 to 31/07/2020 (up to the end of fellowship period) 

2nd application: From 01/08/2020 to 31/07/2021 (up to the end of normative study period) 

3rd application: From 01/08/2021 to 31/08/2021 

 

 

For leave applications submitted by research postgraduate students to attend conference, the 

maximum period allowed is up to 3 days plus the conference period for each application.   

 

TPg Students 

Owning to the nature of taught postgraduate programmes and that learning and teaching activities 

are organised in a term based fashion, leaves taken by TPg students will be recorded on the basis 

of a term.  For instance, a student taken a month off will be recorded as taken leave for the given 

term, if approved.  

For the actual term start/end dates of different programmes, please refer to GSO website at Students> 

Academic Calendar> Term Dates for Postgraduate Programmes for information.  Your admission 

date and expected graduation date are among the factors defining the term your leave record will 

fall on.   

Leave of absence for non-medical reasons is limited to a maximum of one year in the first 

instance, and any extension is limited to one more year, beyond which no further extension will be 

granted, unless approval from the Graduate Council is obtained in special cases. 

 

IMPORTANT Notes:  

1. The system will determine an approval path based on your leave application history and 

the details you have input in the current leave application, among other data, as appropriate.  

If you have submitted a leave cancellation request, please do NOT submit any new leave 

application until the cancellation request has been handled in which case the application 

status will be updated showing either “Approved” or “Denied”.  

 

2. Students are required to submit the application for leave of absence to the Graduate 

Division/Graduate School for endorsement/approval PRIOR to taking leave.  Strong 

justification must be provided for late applications.  

 

3. Strong justification must be provided if research postgraduate student would like to take 

leave i) beyond their normative study period and ii) exceeding the entitlement of in-

residence leave.  
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4. ALL applications with leave period beyond the maximum study end date will be 

REJECTED.  

 

5. According to the leave policy of the Research Grants Council (RGC), HKPFS awardees 

must seek RGC’s approval prior to leave taking.   HKPFS awardees are advised to 

submit leave application at least one month before the start of the intended leave 

period.  

 

Students profiles, e.g. i) admission date, ii) normative study end date, iii) expected graduation date 

and iv) maximum study end date) are available  at MyCUHK> CUSIS> Profile> My Academics. 

 

 

 

For HKPFS awardees, the fellowship period ends after 3 years counting from your admission 

date in most cases.  Please consult your programme/Graduate Division in case you have any 

questions.   
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II. How to submit leave application 
 

A. Login (Path: MyCUHK> CUSIS) 

 

 

B. Click the tile “Applications”. 
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C. Choose the function “Online Leave Application (PG)” from the menu, then select “Online 

Leave Application”. 

 

  



9 
 

 

D. Online Leave Application Form for TPg Students 

 
(i) The online leave application form is composed of three sections. 

 

 

 

 

 

 

 

 

 

 

 

Item Description 

 

1 Your personal particulars retrieved from CUSIS will be displayed in this section.  

 

2 You will have to provide leave application details in this section.  

 

3 Please read the “Notes for Students” before submission of leave applications.  

 

  

 1 

 2 

 3 
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(ii) Input Leave Application Details. 

 

Item Description 

 

Mandatory  

1 Please select the start term of your leave application. All terms before 

expected graduation date are available for selection. 

Yes 

2 Please select the end term of your leave application. All terms before 

expected graduation date are available for selection. 

Yes 

3 Only one leave type, i.e., “Leave of Absence” will be available for TPg 

students. 

By default 

4 Select an appropriate leave reason from the pull-down list. Yes 

5 Input supplementary information for your leave application. Depending on the 

leave reason 

chosen.  

6 Upload supplementary document to support your leave application. You can 

upload the file in MS Word, PDF, Excel or HTML format. Compressed file 

(e.g. ZIP) is not allowed. The maximum file size allowed is 10MB. 

 

Only ONE file is allowed for upload.  If you have more than documents, 

please combine them into ONE file for upload.  

Depending on the 

leave reason 

chosen. 

7 You may double check the intended leave term and cumulative leave period 

here.  The calculation of cumulative leave days includes all leave 

applications with status below: 

 

 "Submitted" 

 "In Progress" 

 "Approved"* 

 "Approved (Cancel Denied)" 

 "Pending for Cancellation" 

 

*Leave application(s) approved before the launch of online system were also 

included in the calculation.  

Not Applicable  

8 You may provide more than one reason for the leave application.  Please 

click the “+” icon to add an extra reason for your leave application. 

No 

 1 
 2 

 3 

 4 

 5 

 6 

7

6 
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7 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  8 
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(iii) To view the document uploaded to your leave application. 

 

Item Description 

 

9 Click the “View” icon to review your supplementary document uploaded.  Please remember to 

set your browser to allow pop-ups.   

 

10 You may click the “ - ” icon to delete the supplementary document uploaded.   

 

 

(iv) To submit or save your leave application.  

 

 

 11  12 

  9   10 
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Item Description 

 

11 Click the “Save” icon to save your leave application for submission later. You can amend or 

submit saved applications through the function “Leave Application History” available on menu.  

 

12 Click “Submit” icon if you are ready to submit your leave application. No amendment is allowed 

after submission.  System checking will be done and error messages will pop up in case you 

forgot to provide required information.  

 

 

Please remember to either “Save” or “Submit” your leave application before using the other 

functions available on the menu.   

 

(v) After submission, the leave application status will be changed to “Submitted” and a leave 

application number will be generated by system.  Please double check if the cumulative 

leave period is correctly shown on the leave application form, i.e., previous balance + the 

new application.  

 

 

(vi) For application with status “Submitted”, a leave approval path will be shown at the bottom 

of the online leave application form.   
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E. Online Leave Application Form for RPg Students 

 
(i) The online leave application form is composed of three sections. 

  

Item Description 

 
1 Your personal particulars retrieved from CUSIS will be displayed in this section.  

 

2 You will have to provide leave application details at this section.  

 
3 Please read the “Notes for Students” before submission of leave applications. You may find 

your entitlement of in-residence leave from point 3i.  

 

 1 

 

 2 

 3 
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(ii) Submission of ‘In-residence Leave’. 

 

Item Description 

 

Mandatory  

1 Please input the first date of your leave of absence. Yes 

2 Please input the last date of your leave of absence. Yes 

3 Choose ‘In-residence leave’ from the pull down list. Yes 

4 Select an appropriate location for your in-residence leave.  

 

Compulsory for 

in-residence 

leave. 

5 Select an appropriate leave reason from the pull down list. Yes 

6 Input supplementary information for your leave application. Depending on 

the leave reason 

chosen 

7 Upload supplementary document to support your leave application. You can 

upload the file in MS Word, PDF, Excel or HTML format. Compressed file 

(e.g. ZIP) is not allowed. The maximum file size allowed is 10MB. 

 

Only ONE file is allowed for upload.  If you have more than documents, 

please combine them into ONE file for upload.  

Depending on 

the leave reason 

chosen 

8 You may view your cumulative leave period by types here. The calculation 

of cumulative leave days includes all leave applications with status below: 

 

 "Submitted" 

 "In Progress" 

 "Approved"* 

 "Approved (Cancel Denied)" 

 "Pending for Cancellation" 

 

*Leave application(s) approved before the launch of online system were also 

included in the calculation. 

Not Applicable 

 

9 You may provide more than one reason for the leave application.  Please click 

the “+” icon to add an extra reason for your leave application. 

 

No 

 1 
 2 

 3 

  4 

  5 

  6 

  7 

  8 

  9 
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(iii) Submission of ‘No-pay Leave’ or “Non-academic Leave”. 

 

Item Description 

 

Mandatory  

1 Please input the first date of your leave of absence. Yes 

2 Please input the last date of your leave of absence. Yes 

3 Choose ‘No-pay Leave’ or “Non-academic Leave” from the pull down list. Yes 

4 Select location for “No-pay Leave” or “Non-academic Leave” if applicable.  No 

5 Select an appropriate leave reason from the pull down list. Yes 

6 Input supplementary information for your leave application. 

 

Depending on 

the leave reason 

chosen. 

7 Upload supplementary document to support your leave application. You can 

upload the file in MS Word, PDF, Excel or HTML format. Compressed file 

(e.g. ZIP) is not allowed. The maximum file size allowed is 10MB. 

 

Only ONE file is allowed for upload.  If you have more than documents, 

please combine them into ONE file for upload.  

 

Depending on 

the leave reason 

chosen. 

8 You may view your cumulative leave period by types here.  The calculation 

of cumulative leave days includes all leave applications with status below: 

 

 "Submitted" 

 "In Progress" 

 "Approved"* 

 "Approved (Cancel Denied)" 

 "Pending for Cancellation" 

 

*Leave application(s) approved before the launch of online system were 

also included in the calculation. 

Not Applicable 

 

9 You may provide more than one reason for the leave application.  Please click 

the “+” icon to add an extra reason for your leave application. 

No 

 1 
 2 

 3 

  4 

  5 

  6 

  7 

  8 

  9 
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(iv) To view the document uploaded to your leave application. 

 

Item Description 

 

10 Click the “View” icon to review your supplementary document uploaded.  Please remember to 

set your browser to allow pop-ups.   

 

11 You may click the “ - ” icon to delete the supplementary document uploaded.   

 

 

(v) To submit or save your leave application.  

 

 

 

 

 12  13 

  10   11 
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Item Description 

 

12 Click the “Save” icon to save your leave application for submission later. You can amend or 

submit saved applications through the function “Leave Application History” available on menu.  

 

13 Click “Submit” icon if you are ready to submit your leave application. No amendment is allowed 

after submission.  System checking will be done and error messages will pop up in case you 

forgot to provide required information.  

 

 

Please remember to either “Save” or “Submit” your leave application before using other 

functions available on the menu.   

 

(vi) After submission, the leave application status will be changed to “Submitted” and a leave 

application number will be generated by system. Please double check if the cumulative 

leave period is correctly shown on the leave application form, i.e., previous balance + the 

new application.  

 

(vii) For application with status “Submitted”, a leave approval path will be shown at the bottom 

of the online leave application form.   
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III. How to check leave approval status 
 

(i) You may view the approval status of individual leave application through the function 

“Leave Application History” available on the menu.  The summary table will show i) all 

the leave applications you have submitted or saved, ii) current status of your leave 

applications and iii) your cumulative leave period.  

 

Sample- RPg Students 

 

Sample- TPg Students 

 

Status Description 

Saved The leave application is saved for later review and editing. No approval 

procedures have been started at this stage. 

Submitted The leave application is submitted for the approval, pending approval from the 

1st approver. 

In Progress The leave application is in the middle of approval process. 

 

Approved The leave application had obtained approval from all the approvers. 

 

Denied The leave application is denied by an approver.  
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Status Description 

Denied for 

Cancellation 

Leave approval process started but the student would like to cancel application.  

Student will have to contact supporting staff of Graduate Division to update the 

status of leave application to “Denied for Cancellation”.   

 

Pending for 

Cancellation 

The approved leave application is pending for cancellation. 

Cancellation 

Denied 

The request to cancel an approved leave application is denied. 

Cancelled The leave application is cancelled by student. 

 

  

(ii) By clicking the application number on the summary table, you may know the latest status 

of a particular leave application, i.e., currently under the review of which approver as 

depicted on the approval path at the bottom of the online form.   

 

Sample Approval Path – RPg Students 

 

Sample Approval Path – TPg Students 
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(iii) Once a leave application is approved, student will receive an alert via the function “Online 

Leave Notification”.  By clicking the application listed, you will be able to view the 

approved leave application with comments from approvers, if applicable.  
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(iv) Students will also receive a confirmation email via your campus email account.  Please 

read the remark section of the email carefully.   

 

Sample email – RPg students 

 

 

Sample email – TPg students 

 

 

(v) The same set of remarks are also displayed on the “Leave Application History” page for 

students’ reference.  

 

(vi) Your normative study period/expected graduation date/maximum candidacy fulfilment 

date may be changed resultant from the approved leave application.  Please check for the 

revised dates in CUSIS three working days after your leave application has been approved. 
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IV. How to cancel a leave application 
 

A. Click “Online Leave Application (PG)” on the menu, then select “Leave Application 

History”. 

 

 

B. With Application Status “Submitted”  

 

(i) Choose the application that you wish to cancel with “Submitted” status, then click the icon 

“Cancel”. 
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(ii) Input the reasons for cancellation and click “OK”. 

 

(iii) The status of leave application will be changed from “Submitted” to “Cancelled”.  

 

 

C. With Application Status “Approved” 

 

(i) Choose the application that you wish to cancel with “Approved” status, then click the icon 

“Cancel”. 
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(ii) Input the reasons for cancellation and click “OK”. 

 

 
 

(iii) The status of the leave application will be changed to “Pending for Cancellation”.  The 

cancellation request will be sent to the approvers on the approval route for consideration.   
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D. With Application Status “In-progress”  

 
(i) For applications with “In Progress” status, you have to contact your corresponding 

Graduate Division admin staff to update the application status to “Denied for 

Cancellation”. 

 

(ii) Once the application status has been changed to “Denied for cancellation”, you may click 

the“Cancel” button. 

 

 

(iii) Input the reasons for cancellation and click “OK”. 
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(iv) The status of the leave application is changed to “Cancelled”. 

 

Note: If you leave the application status as ‘Denied for cancellation’ and do not take further actions 

(i.e. the two steps above), the calculation of cumulative leave period will be incorrect.  The leave 

application which you would like to cancel will count towards your cumulative leave period taken.  
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V. Re-submit Application Denied by Approver 
 

A. Click “Online Leave Application (PG)” on the menu, then select “Leave Application 

History”. 
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B. All your leave submission records will be shown. 

 

Item Description 

 

1 You may click the application number to view the corresponding application details. 

 

2 The latest status of the leave application.  The following status may be displayed. 

 

Status Description 

Saved The leave application is saved for later review and editing. No 

approval procedures have been started at this stage. 

Submitted The leave application is submitted for the approval, pending approval 

from the 1st approver. 

In Progress The leave application is in the middle of approval process. 

Approved The leave application had obtained approval from all the approvers. 

Denied The leave application is denied by an approver.  

Denied for 

Cancellation 

Leave approval process started but the student requested for 

cancellation.  Supporting staff of Graduate Division has updated the 

record and approver denied the application for cancellation.  Student 

concerned will have to take further action to update the leave 

application status to “Cancelled” in order not to affect the 

calculation of cumulative leave period.  
 

Pending for 

Cancellation 

The approved leave application is pending for cancellation. 

Cancellation 

Denied 

The request to cancel an approved leave application is denied. 

Cancelled The leave application is cancelled by student. 

  
 

3 Click “Cancel” button to cancel the application. 

 

4 Click “Re-submit” button to modify and re-submit the leave application. 

 

 1  3 

 4 

 2 
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VI. Submit Trip Report (for Research Postgraduate student only) 
 

For students who have applied for Research Postgraduate Student Grant for Overseas Academic 

Activities or approved to take in-residence leave for one month or above, you are required to submit 

a trip report endorsed and duly signed by Thesis Supervisor within one month upon returning 

from your trip. 

 

A. Click “Online Leave Application (PG)” on the menu, and then choose “Leave Application 

History”. 

 

B. Find the leave application that you would like to submit field trip report, then click the icon 

“Submit”.   
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C. You will be guided to the Page “Trip Report Submission”.  Click the “Add” icon to upload 

the trip report from your computer.  

 

(Note: The file format of the report should be in either MS Word, PDF, Excel or HTML. 

Compressed file (e.g. ZIP) is not allowed.  The maximum file size allowed is 10MB.) 

 

D. Upon upload, you can view the file again by clicking the “View” icon.  If the file uploaded 

is in order, you may click “Save” to end the upload process.  In order to view the file 

uploaded, please remember to set your browser to allow pop-ups.  You may click the “ - ” 

icon to delete the file uploaded. 
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VII. Summary of System Error Message 
 

Error Message  Explanation/Action  

 

You are not authorized to access this page.  

 

You have no access to 

the online leave 

application system.  

Please contact the 

Graduate School for 

further information.  

 

The approver(s) is not defined properly, please contact your division admin.  You cannot submit 

leave application as 

there is missing 

approver on the 

approval route.  Please 

contact your Graduate 

Division for further 

information.  

 

 
 

This error message 

will appear if you have 

uploaded a supporting 

document/field trip 

report with incorrect 

file type.  Please read 

the instructions on 

which types of file are 

allowed.  

 

 
 

This error message 

will appear if you have 

uploaded a supporting 

document/field trip 

report with file size 

exceeding the limit 

allowed.  Please 

prepare a file with an 

appropriate file size 

for upload.  

 

 
 

This error message 

will appear if the 

intended leave period 

in the current 

application clashed 

with the other leave 

applications you have 

submitted previously.  

 

Please review your 

leave history and 

update the intended 

leave period in the 

current application.  
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Duplicate key value – not allowed (15,7) 
You have entered a key value for a scroll item that is a duplicate of another scroll 
item.  The record definition indicates that the record does not allow duplicate 
entries.  Either correct the key for the duplicate entry or contact your system 
administrator to change the record definition.  

 

This message will 

appear if you have 

input duplicated leave 

reason on the online 

leave application.  

Please amend your 

leave reason 

accordingly.  

 

 

(For TPg students) 
This error message 

will appear if you have 

selected a leave end 

term which is earlier 

than the leave start 

term. Please double 

check your data input.  

 

 

(For RPg students) 
This error message 

will appear if you have 

input a leave end date 

which is earlier than 

the leave start date.  

Please double check 

your data input.  

 

 
 

(For RPg students) 

This error message 

will appear if the 

intended leave period 

is beyond your 

normative study 

period.  Please spilt 

your leave application 

in order to obtain a 

correct approval path. 

  

The applied leave period is beyond maximum study end date.  Please correct and 
re-submit.  

 

(For RPg students) 

This error message 

will appear if the 

intended leave end 

date is beyond your 

maximum study 

period.  Please correct 

your leave application 

and submit.  

 

There exists unclear records for a cancelled leave application.  Please contact the 
Graduate School.  

(For RPg students) 

Please contact the 

Graduate School for 

further information.  
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(For HKPFS 

awardees) 

This error message 

will appear if the 

intended leave period 

is beyond your 

fellowship period.  

Please spilt your leave 

application in order to 

obtain a correct 

approval path. 

 

 

Enquiries 

Please contact the Graduate School by email (gradschool@cuhk.edu.hk) in case you spotted any 

data discrepancies or have further enquiries.  

 

*****END***** 

mailto:gradschool@cuhk.edu.hk

