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Welcome to the staff guide of leaves request in Wave portal system. This guide will help you to

request for a leave and also other services related to leaves.

Open WavePortal System with the following link http://waveportal/
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In the log in window, choose login
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http://waveportal/

Then choose the appropriate language
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After you choosing the language, the below window will appear to you
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At the top, you will find some icons that enable you to do different things, the icons looks like
the following:
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The fourth icon called my requests which is the icon for vacations

Payroll @ Financial




My requests icon has the following tasks:

B 2|
r-_-r

Leave Request
Vacation Reguest
Transport. Request
[tems Request
Reqguested Courses
Back From Vacation

Press my requests icon, and choose the first option vacation request to request for a leave
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A window, with Disclaimer for the Vacation Request title will appear for you, if it is the first
time for you for requesting a leave you have to read all the points that is written there.
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Vacations

Disclaimer for the Vacation Request

ual leave:

1. TUniversity of Nizwa employees are eligible for annual leave after six (6) continuous months of service.

2. Any kind of leave must be approved through the direct supervisor.
3. The employee should apply for his/ her annual leave 4 weeks in advance.
4. The employee should fill all required fields via the leave wave ERP online system.

5. The employee should specify the time of his/ her annual leave, however the University has the right to change or postpone the leave time in
accordance with the work requirements.

6. The University of Nizwa may divide the annual leave through the yvear in accordance with the work requirement and may postpone the leave for
one succeeding year.

7. The employee should go on leave only after the approval of his/her applied leave.

8. The University may call the employee during his/her annual leave due to the work requirements .The employee will be compensated for
another day or he/she will resume the annual leave after that given data.
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After reading press accept at the end

STUDENTS EMPLOYMENT LOGOUT

—

=
—t

UNIVERSITY OF NiIZzwA

wQave ERP™

L sem: Halima Ali Nasser AL Harrasi i L) (=

CLLINE 111ty MIUL Ut VAGIIIICG G5 G AIIGLvE UL LAt 4 AUpIIvU YWD v WAIZIUIST A1UL LIIleval (L ) Ay S praans i

year to attend professional examinations, as per the Oman Labor Law.

g) Business trip leave: is granted to employee at the discretion of the Vice Chancellor for Adm
Finance.

h) Research leave /scientific leave /seminar/workshops/thesis discussion all are granted to e
discretion of the Vice Chancellor for Graduate studies and Research.
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Below, is the main window for requesting a leave, where you are going to fill in your request

detail

= Vacation Type

* Response Type
From
To
Resume duty date

UpToYear Balance

No. of Vacation Days

STUDENTS = EMPLOYMENT LOGOUT

User: Halima Ali Nasser AL Harrasi
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: — Select vacation type —  +

: Don'tsend -
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. 16/082013 E
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* Telephone No. during the vacation :

* Email during the vacation

* Address during the vacation

Reason

Attachment

(*) Required Field
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* Vacation Type

* Response Type
From
To
Resume duty date
UpToYear Balance
No. of Vacation Days

* Telephone No. during the vacation

* Email during the vacation

* Address during the vacation

Reason

Attachment

— Select vacation type — -
Dont send -
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16/09/2013 m
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First, choose the vacation type
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* Vacation Type : | -- Select vacation type -- ¢
* Response Type M -- Select vacation type -

| The Annual leave
Emergency leave
.| Sick leave

From | Research or scientific leave
Attend conferences and seminar
To : | Discussion of dissertations le
Exam leave
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Resume duty date :
by Uddah
. |Maternity leave
UpToYear Balance | Study vacation

_|Unpaid leave

- | Business trip
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For the explanation, we will choose The Annual leave

No. of Vacation Days
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UpToEnd of Vacation Balance |17 ['_.’: 1
UpToYear Balance 1280 2
No. of Vacation Days 21 3

* Telephone No. during the vacation

* Email during the vacation

* Address during the vacation : N
Reason : ~ H
Attachment ETTET

(*) Required Field

Then, you need to fill in some important information like your telephone number, email, and
address during the vacation. All these are required field because it has the red star (*)

* Telephone MNo. during the vacation

* Email during the vacation

* Address during the vacation : N
Reason : N
Attachment e

(*) Required Field
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Note: The reason field and attachment are optional fields

When you finish with all information, go to save at the bottom.

* Address during the vacation

Reason

Attachment Browse._ ..

(*) Required Field
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When you save your request, a message appears tells you that your request is transferred to your
direct supervisor to be approved and then it will move through the workflow until we receive it
in HR.




