Approval of Student Leave by HoD

1. Login to Admin Portal https://nerist.symphonyx.in/admin. Click on Student Record ->
Student Leave
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2. Any leave already applied by students will show on this screen along with document
uploaded. Just select the entry and click Approve. This will be the process from now on
as students will apply online. If any student comes to you with physical application, ask
them to apply online through ERP. Also inform them over departmental WhatsApp
groups. However, for the present semester, the online application facility wasn’t
available so far. So offline approved leaves need to be captured here first and then
approved. Click on New.
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3. Search by Name and select the student. Click Select
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4. Select Leave Type, select duration, and Submit.
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5. The leave just applied by you will now show in the list of the main screen. Approve it.
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