Leave Application Procedure

1. Open your browser (Firefox or Chrome), you will see the below home screen.
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2. Then Click Online Leave Management link.
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3. Then select your ID and type password, now click Login button (if you didn’t found
your ID, Please Click Sign Up button and complete your registration).
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4. After successful Login system will show your dashboard menu.
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5. For applying a leave select Leave Application under Online Leave menu.
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6. Fill-up your application with all required fields. You must confirm Leave Period
and Type of Leave, then confirm your other information like Person who hold

charge, Reason for Leave, Address during leave. Finally Click Apply button.
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7. For Leave details, Please click Summary button.
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