
User Guide – Apply for RS Holiday Leave

MyEduRec Navigator : Home >Academics > Graduate Research
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Upon clicking Submit button, you will see 

an Acknowledgement page.
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Enter the start 

and end date of 

your intended 

leave period

7

Indicate the reason for 

taking leave
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9

Check the box

Note: RS leave applications are auto approved but Thesis Advisor retains the right to 

request scholars to cancel/postpone their leave due to service exigencies.



User Guide – Cancel RS Holiday Leave

Upon clicking Submit button, you will see 

an Acknowledgement page.

Under the Leave History section, 

select the respective leave 

application that you wish to cancel

“Leave Details” window 

will appear. 

Click on the 

“View/Cancel 

Leave” button

1

2

3



4 Enter your Cancel Reason 

5 Click on the ‘Submit’ button. 

Note: For cancellation of RS leave that is after the current date, please contact your 

Department administrator for assistance.

Please report back to your department in person upon your
return from RS leave so that the “Return Date” can be
officially updated in your student records.



User Guide – Apply for Other Types of RS Leave

MyEduRec Navigator : Home >Academics > Graduate Research
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Upon clicking Submit button, you will see 

an Acknowledgement page.
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4 Choose the type of RS Leave 

from the drop-down options

5 Indicate the Start 

and End Date. 

6
Upload relevant 

supporting documents

Note: For any withdrawals of Other Types of RS leave – including changing the leave type or 

adjusting the start and/or end dates, please contact your Department administrator for assistance.
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