
ERP AUTOMATION - HELP FILE FOR FACULTY
HOW TO FORWARD STUDENT LEAVE APPLICATION 

TO DEAN ACADEMICS OFFICE

1.  Login to ERP and select “Faculty-Campus” role if you have more than one role in ERP.

2. Select “Hostel Inbox” from the left menu.

3.  You will be able to view the list of applications from your mentees/students with the status as 
Requested/Forwarded/Approved

4.  Double-click the leave application with the status “Requested” to process.  After viewing the 
detailed view of the leave application, you have 2 options -

a.  You may Cancel/Reject the leave application if you are not satisfied with the leave request.

(OR)

b.  You may click “Forward” and select “Dean Acad Office” from the dropdown to 
forward/recommend the student leave application to Dean Academics Office.  Please enter some 
remarks and click “Send” button.




