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HOW TO APPLY FOR LEAVE  

 

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

 

 

 

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

 

 

  

Click  
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3. Click on the Menu  icon        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  

 

 

 

 

 

Click  

Click  
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5. Click on the New  button on the top right of the interface  

 

 

6. Search and select a Relief Employee  in the field provided  
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7. Select the Leave Type  you wish to apply for  

 

 

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

Apply . 
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9. Include a Description  and attach a Supporting Document  if needed, then click on Save 

& Close  

 

10. Available Leaves would be deducted pending the processing of the leave applied for.  

 

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.  

Click to attach a document  

Click to save  

Striped dates  

Grayed out 

dates  

Dates with a line  
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HOW TO FILL A LEAVE RESUMPTION FORM  

1. The Leave Resumption form  can be found in the Leave Management  module by going 
to My Leave → Leave Management . 

 

 

2. Then click on the approved leave . 

 

 

  

Click  

Click  
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3. Click on  Resumption Form button on the top right of the approved request.  

 

 

4.  Select your resumption  date then click S ubmit , after which your supervisor  would 

approve.  

 

 

 

Click  

Click  


