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User Guide for LOA Submission in SNApp

Step 1: Download and run SNApp
For new user, please download SNApp from App Store or Google Play.
For existing users, please ensure you have updated to the latest app version.

For Android For I10S

https:/jfor.edu.sg/snappappstore

https:for.edu.sgfsnappplaystore

Run SNApp

IApp
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Step 2: Log into SNApp

Log in using student email and password.

D))

5:00 "

e

REPUBLIC Rignln
% POLYTEGHNIC Email, phone, or Skype

Can't access your account?

Sign in as <User_ID>@rp.edu.sg for FT Staff

New User Onboarding

(For RP Students and Staff only)

Sign in as <User_ID>@myrp.edu.sg for ALs and
Students

Q Sign-in options

Step 3: Select Leave of Absence (LOA) icon

Click on LOA icon and read the important information.

1. All LOA must be applied within 3 working days from the
Academic Matters  Achievements & Calendar last date of absence, Any LOA applications submitted after
Badges the deadline will not be accepted

2. Please refer to the Student Handbook on the different
situations students could apply for LOA.

3. Students may alse inform RP by indicating their absence
from ESE  of that module wia SA20  site
Carp Newes i bt (https://mysa rp.edu.sg/) within 24 hours after the assessment
start time of the ESE missed.

4. Students need to upload supporting documents for their
afe applications. Applications without supporting documents will
£ be rejected.

5. Each application will be reviewed on a case-by-case basis.
Invalid reasons include, but are not limited to, personal
reascns, family holidays, or anniversaries

Connections Directory

i 6. For further queries regarding LOA matters, please contact
O 3 +5) your Programme Chair or your respective schoal’s LOA
s coordinator.

Health & Fitness

Journi ave of Absenc: My Profile

#

Home Notification Attendance  Settings
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Step 4: Fill in LOA details

Please select Absence Reason from the list.

wime  Leave of Absence Funms  Leave of Absence
EAQs EAQs
* All fields are required unless otherwise stated. * All fields are required unless otherwise stated.
* Absence Reason * Absence Reason
Sick Leave

Hospitalisation Leave
ITE Graduation

National Exams
Compassionate Leave - Family
Compassionate Leave - Relative
External non-RP Event

Family Emergency

Marriage Leave

Mediical/Dental appointment/check-up without

Please upload the required supporting documents or submit the digital MC URL (for sick and
hospitalization leave only) and fill in compulsory fields marked with *.

Note: The document uploaded should be clear and complete. If possible, without background and
shadow.

wenee  Leave of Absence
EAQs

USTILAT P aLULIUEIE | EEIE EU WL LIS JiEapu©
Dental Council or the Malaysian Dental Association
*» MC from TCM not accepted

Upload Supporting Document:

* Medical Certificate
» Submit 1 Medical Certificate for each application

Submit Document via

& me-202.. Y X

* Attachment File

Your uploads must be 10mb and below, Accepted
formats: IPG, JPEG, PNG, DOC and PDF. iPhone Live photo
is not supported

Digital MC
URL:
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Step 5: Verify the LOA details and submit the application

Please ensure the LOA details are accurate. Read and agree to declaration before submitting the
application.

Sl . 100% 0

@i Leave of Absence Jhrte  Leave of Absence
*  Medical Institution |20’03/‘2024
|ABC clinic | Remarks (Optional)

Medical Institution Contact Number | ‘

|67891234 |

o i Declaration
* Application Start Date

| hereby give my consent for the relevant autherities
|19/03/2024 to obtain and verify the necessary information from
or with any source as appropriate.

*  Application End Date | declare that the information the information
provided in this application is true and complete to
the best of my knowledge

|20/03/2024

. | accept that should any part of the information given
Remarks (Optional) by me is ascertained to be false. | will be subjected to
| | displinary action(s).

‘ | agree to the declaration above ‘

a
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Upon successful submission, you will receive an Application ID. An acknowledgement email will also be
sent to your RP mailbox. You can check the status directly in SNApp once it has been processed.
Additionally, you will receive an email in your RP mailbox confirming the status.

Important: Please retain all supporting documents until the LOA is approved.

3.l 100% 8

Application ID: 300065

We have received your LOA Application.

An acknowledgement email has been sent to your RP
email.

We will inform you on your LOA application status via
RP email once it is processed.

Important- Please retain all supporting documents until
the LOA is approved.

Submit Another

Application
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