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HOW TO RESERVE A HALL/ROOM  

 

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 

Facility Management  

 

 

 

 

 

Click  

Click  
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5. On the Facility Management  module , you can navigate to the date you require to book 

a meeting room/hall, and click on the date  

 

 

6. Select  the Room/Hall  and  confirm the start  and end  date s . Input the purpose of the 

reservation and expected number of attendees. If refres hment s  are require d, tick  the 

Refreshments R equest  check box  

 

  

Save  

Cancel  

Click if refreshments 

are needed  
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7. If the Refreshments Request  checkbox is selected, enter the expected Refreshment 

Headcount  and provide any additional notes, if applicable.  Once completed, click 

submit . 

 

 

8. Once submitted, the reservation request will go through the approval process. The 

reservation can be viewed on the calendar in the Facility Management  module.  
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HOW TO MAKE A MAINTEN ANCE REQUEST  

 

1. From the Facility Management  module, select the Maintenance  tab, then click My 

Maintenance Requests . 

 

 

2. Click on New  to open a new maintenance request form  

 

 

 

  

Cl ick  
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3. Enter a clear title and provide a detailed description in the Notes  field. Complete the 

remaining required fields and click Save  to submit the maintenance request.  

 

 

 

 

Save  


