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I. Leave Request – Employee level 

a. Casual leave 

 

Step #1. Login to the ERP system and select “Human Resources” menu. 

 
 

Step #2. Go to Leaves - > Leave Requests and create a leave request. 

 
 

Step #3.Select the leave type as “Casual leave” and provide the necessary details. 
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Note – You can apply for half day leave by checking the “Apply half day leave” option 

and then choose the AN / FN option. 

 

Step #4. Click on the “save” button to submit the leave request. 
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b. Half pay leave 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Half pay 

leave” option from the list and provide necessary details.  

 

 
 

 

Step #2. Click on the “save” button to submit the leave request. 

 
 

c. Commuted leave 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the 

“Commuted leave” option from the list and provide necessary details. 
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Step #2. Click on the “save” button to submit the leave request. 

 
 

Step #3. Click on the “log a note” link to attach the medical certificate if any.  
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d. Duty leave 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Duty 

leave” option from the list and provide necessary details. 
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Step #2. Click on the “save” button to submit the leave request. 

 
 

Step #3. Click on the “log a note” link to attach the duty certificate if any.  

 

 
 

e. Compensation leave 

 

Step #1. Before applying for a compensation leave, the employee has to request for  

“Work in Non working days”. Refer section 1.k for more details. 

 

Step #2. Go to Leaves - > Leave Requests and create a leave request. Select the 

“Compensation leave” option from the list and provide necessary details. 
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Step #3. Click on the “save” button to submit the leave request. 

 

f. Maternity leave 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the 

“Maternity leave” option from the list and provide necessary details. 

 
 

Step #2. Click on the “save” button to submit the leave request. 
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Note – Employees are expected to input the “delivery date” after the delivery by editing 

the leave request. 

 

g. Study leave 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Study 

leave” option from the list and provide necessary details. 

 

 
 

Step #2. Click on the “save” button to submit the leave request. 

 

h. Earned leave 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Study 

leave” option from the list and provide necessary details. 

 

 
 

Step #2. Click on the “save” button to submit the leave request. 
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i. Loss of pay 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Loss of 

pay” option from the list and provide necessary details. 

 

 
 

Step #2. Click on the “save” button to submit the leave request. 

 

j. Restricted holiday 

 

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the 

“Restricted holidays” option from the list and provide necessary details. 

 

 
 

Step #2. Click on the “save” button to submit the leave request. 
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k. Work in non working days 

 

Step #1. Go to Work in non working days - > My Requests and create a duty permission 

request.  

 
 

Step #2. Provide the necessary details.  

 

 
 

Step #3. Click on the “Send to Approval” button.  
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l. Leave Summary 

 

Employee can view the status of the leaves and remaining leaves from 

“Human Resources -> Leaves -> Leave Summary” menu item or from the 

“Leave Details” tab in the employee profile. 

   

 
 

 

II. Leave Approval – HOD level 

a. All types of leaves 

 

Step #1. Go to Leaves - > “Leave Requests First Approve” and select one of the available 

leave request. 
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Step #2. Verify the details in the leave application and Click on the “Approve” button to 

forward the request to principal.  

 
Note: – HOD can reject the leave application by clicking on the “Refuse” 

button. 

 

b. Work in non working days 

 

Step #1. Go to Work in non working days - > Approve Requests and select one of the 

duty permission request. 

 
Step #2. Verify the details and click on the “Approve” button for approving the request. 
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III. Leave Approval – Principal level 

a. Casual leave, Duty leave and Compensation leave 

Step #1. Go to Leaves - >” Leave Requests- Second Approve” and select one of the 

available leave request. 
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Step #2. Verify the details in the leave application and Click on the “Validate “  button to 

approve the request.  
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b. Half pay leave, Commuted leave, Maternity leave, Study leave, Earned leave, 

Loss of pay 

Step #1. Go to Leaves - >” Leave Requests- Second Approve” and select one of the 

available leave request. Click on the “validate” button to forward the request to 

Director level.  

 

 
 

 

IV. Leave Approval – Director level 

a. Half pay leave, Commuted leave, Maternity leave, Study leave, Earned leave, 

Loss of pay 

Step #1. Go to Leaves - >” Leave Requests- Third Approve” and select one of the 

available leave request.  
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Step #2. Verify the details in the leave application and Click on the “Final Approve”  

button to approve the request.  

 
 

 

V. Leave Cancellation 

a. Employee Level 
Step #1. Go to Leaves - >” Leave Requests” and select the leave request to be 

cancelled. 

 
 

Step #2. Click on the “Cancel Request” button, a new cancellation request shall be 

created. 
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Step #3.Click on the “Send to Approval” button to forward the cancellation 

request. 

 

b. Principal / Director Level 
Step #1. Go to Leaves - >” Leave Requests” and select one of the leave request to 

be cancelled. 

 

 

 

 
 

Step #2. Click on the “Cancel Request” button. 



 User Documentation for Leave management 

 

VidyaERP Page 20 
 

 
 

Step #3. Click on the “Approve Cancellation Request” button. 

 

 


