
Class Absence  
Application Manual 

（Application for Bereavement） 



Screen Instructions 
Step ①  
After logging in to the 
Student Portal, click 
“Applications” from the 
toppage. 

Step ②  
Select “Application for Class 
Absence”, then click “Next.” 

*During the application
process, please do not use the
browser’s back button.
Click “Previous” to return to
the preceding screen.

Step ③  
Review the page regarding the 
application for class absence 
and confirm that you meet the 
application requirements.  
Then check “I understand and 
agree to the above 
information,” 
and click “Next.” 

*You will not be able to 
proceed to the next screen 
unless the box is checked. 

① 

② 

③



 
 

Screen Instructions 

 
 

 

Step ④ 
From “Type of Class Absence,” 

select “Bereavement.” 
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Step ⑤  
Select “Relationship to the 
Applicant.” 

 
Step ⑥  
Select the Period of 
Bereavement Leave (Start 
Date) and Period of 
Bereavement Leave (End Date). 
Please input the start date as 
the date indicated on the 
official documentation. 
 
*Applicable Period 
First-degree relatives: 
Within 7 days including 
Saturdays, Sundays, and 
holidays 
Second-degree relatives: 
Within 5 days including 
Saturdays, Sundays, and 
holidays. 
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Step ⑦  
Review the information 
regarding course deletion and 
check “I understand the above 
information.” 
 
*You will not be able to 
proceed to the next screen 
unless the box is checked. 

 
Step ⑧  
Upload the official 
documentation (copy) and 
click “Next.” 
 
*If the official documentation 
is written in a language other 
than Japanese or English, 
please also upload a Japanese 
or English translation. 
 
 

 

 
 

 
 

 

Step ⑨  
Select all courses for which you 
are applying for a class 
absence, then click “Next.” 
 
 
Step ⑩  
Within the period of 
bereavement leave (Start Date 
- End Date), select the date(s) 
on which you missed class and 
click “Next.” 
 
*If you will be/were absent on 
multiple dates, please enter 
further dates in the fields 
labeled “Absence Date ②” and 
onwards. 
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Step ⑪  
Review your application to 
ensure there are no errors. If 
everything is correct, click 
“Apply.” 
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Your Application for Class 
Absence (Bereavement) is now 
complete. 
You can check the status of 
your application in the 
“Applications” tab of the 
Student Portal. 

 
 
 
Post-Submission Email Notifications 
You will receive automatic email notifications when you submit your application, when it is approved, and at other key 
stages. 
Please check your APU email account to confirm your application was submitted successfully and to monitor its progress. 
Notifications are sent at the following stages: 
 
List of Automatic Email Notifications 
 

Notification Timing Subject Line 

Your Application is Complete 【Application for Class Absence/授業欠席申請】 
Application Received/申請受付のお知らせ 

Your Revised Application is Complete 【Application for Class Absence/授業欠席申請】 
Revised Application Received/再申請受付のお知らせ 

The Office has Approved your 
Application 

【Application for Class Absence/授業欠席申請】 
Application Approved/申請承認のお知らせ 

The Office has Returned your 
Application for Revision 

【Application for Class Absence/授業欠席申請】 
Revision Required/申請内容の修正依頼 

The Office has Not Approved your 
Application.   

【Application for Class Absence/授業欠席申請】 
Application Not Approved/申請却下のお知らせ 

Contact Information: 
Student Office Student Advising and Career Team (acsubmit@apu.ac.jp) 

 




