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Steps for Applying Out of Station Leave

Step 1: Apply for Out of Station Leave

After login into the employee account, click on the Employee Service >>> Apply
Station Leave (under Leave section)

Step 2: Station Leave Application

After clicking on the Apply Station Leave, the employee has to Add Out of
Station Information as shown below and click on Creat.



Steps for Applying Station Leave

Step 3: Verification of Leave Details

A preview will appear after creating the out-of-station leave request, where all
the filled details can be seen and verified by the leave applicant.

After preview, the employee may Update the information (if required) or may
Submit the application for further processes.

After clicking on submit your out-of-station leave application will be
forwarded for approval processes. 


