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HOW TO APPLY FOR LEAVE

1. Enter the ERP URL (erp.nirsal.com) then click on Sign in

NIRSAL*§‘ Home Jobs Contactus

Plan, implement,
deliver exceptional
value

Providing strategic initiatives to foster community growth and success.

Our services

2. Insert email and password, then click on Login/Enter

»
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3. Click on the Menu iconE on the top left of the interface

4. Then click on Human Capital & Administration, which is a drop-down tab, the click on
Leave Management

Leave Requests

This Month
Add job title

Leave Allocation Requests

Job Applications

,.

@ Acminstrative Services
@ Operational Control

@ Assurance & Information Systems Augi 1

@ Alterative Finance

@ Appication & Support Services

@ Human Capital Management and Admmnistration
® Susiness Aavisory and investment Services.

= a2 ¢! neswrc (A TN

Dashboard
* Human Capital & Administration » Payslips Timesheets Contracts Activities
Employees 24 20 1 3

Payroll

Dashboards

Resignation

Performance Evaluator Today

Facility Management
xave Requests

Security Access

Staff Movement This Month

Travel Management

Timesheets
Training
Fleet Request Leave Allocation Requests
Maintenance

Attendances

Fleet .

Leave Management (e Click  ob appiications
Recruitment

-

Upcoming Birthdays Upcoming Events Announcements

g

Business Development Group
1688-08-27
118 Days Left




5. Click on the New button on the top right of the interface
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6. Search and select a Relief Employee in the field provided

New Time Off

Relief Employee

Leave Management Type © Abba Bello Abdullahi

Abba Muzammil Abubakar
Abdulkareem Fatima Buba = Us/12/2026
ste (Days/Hours) Abdullahi Abbas Ako

Abdullahi Abubakar Abubakar

Description *
Abdullahi Ibrahim

Abdullahi Ibrahim Alhaji
. Abdussamad Munawwar
Supporting Document
Search More..

Start typing..

Save & Close [TSSF]




7. Select the Leave Type you wish to apply for

New Time Off

Relief Employee

Leave Management Type *

Dates Sick Time Off - 06/12/2026

Unpaid
Requested (Days/Hours} -
Description © Annual Leave (10 remaining out of 30 days)

Search Mors..

Supporting Document * q acioct Fije

Save & Close [TSS0]

8. Select Dates you which to apply for, by selecting the start and end date, then click on
Apply.

New Time Off

Relief Employee
Lea, tType * Sick Time Off

= 06/13/2026

. June 2026 July 2026
Description

Tue Wed Thu Fri Mon Tue Wed Thu

Supporting Document & arach File
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9. Include a Description and attach a Supporting Document if needed, then click on Save
& Close

New Time Off

Relief Employee System Admin

Leave Management Type *  Sick Time Off

Dates 06/09/2026 = 06/11/2026
Requested (Days/Hours) 0days

Description ’ Leave

Supporting Document o arach File - Click to attach a document

Click to save Discard

10. Available Leaves would be deducted pending the processing of the leave applied for.
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Note: The status of leave applications can be viewed on the Leave Dashboard Calendar,
where:

« Dates with a line running across them indicate rejected or unapproved leave
requests.

« Striped dates indicate leave requests pending approval.

« Greyed-out dates indicate approved leave requests.

Please also note that if your leave is approved, you are required to complete the Resumption
Form on the day you resume duty.



HOW TO FILLA LEAVE RESUMPTION FORM

1. The Leave Resumption form can be found in the Leave Management module by going
to My Leave —; Leave Management.
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3. Click on Resumption Form button on the top right of the approved request.

B Leave Management M Ma t Reporting My s Pending HR  Resump

My Leave
New | b

on Annusl Leave: 3 days (06/17/2026 1o 06/19/2026) & (VAR G

Refuse  Cancel  Resumption Form -Cllck

ToApprove  Refused  Second Approval ) Approved > Cancelled  Pending HR

Relief Employee Abba

Time Off Typs Annual Leave

Fending Payroll
Leave Allowancs Amount
Dates 06/17/2026 —

ays/Hours) T 3 days

LT Lognote Activities a ¥ A% Following

4, Selectyour resumption date then click Submit, after which your supervisor would
approve.

B Leave Management Myleave Overview M ent  Reporting Pending HR  Resumption of Duty R o x a5 7

NIRSAL
New | My Leave / Abba on Annual Leave: 3 days (06/17/2026 to 06/19/2026) 11 < P
" | hrieaveresumptiond @ / >
[EZ0 GmmClick [t submied  suparvir Conimed fcid
Leave Abba on Annual Leave: 3 days (06/17/2026 to 06/13/2026)

Employee Abba

Resumption Date

Notes

< June 2026 >
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