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1. Intended Audience and Rights (G224 Veisl ua 2 [ds1R))
This document is for GOG administrative officials at Taluka, District and State level
who have been assigned the role of CCA/Approver by the Government. For example,
CCA will forward this request to GAD or FD for verification then application creation,
verification and approval roles and rights will be assigned to concern user.

L SIsyReR dlgsl, [edl wa A 2d? GOG deldl] A [asR1] Ui & BUA AR
Gl2L ccamagRsdledl eyist AludiHi widl 8. Gelel d3, cca uil [deidla Gap adl
FD A USIURL HI2 51dS 529 UL R [We32lel vieildd]]l, ASIUQI el Hogdlofl of(Hs140)
uiel A[E 513 Aoiltd qularsdial Aludii 41de.

2. Common Buttons/ Tabs in Application (W3 21e124i 211:1e¥ el o)

1. User will click on Home button and redirect to the dashboard
YR SIM Glel UR (565 522 W 3U0d)S UR Isiudse 529

A Home

2. User will click on Employee modules and access all employee
related Modules

Yo sHUIR HISYEU U (565 58 wa sHUIR] deiftd

‘&t Employee Modules

dHIH HIsYdld AsAY 52

3. User will click on Manager Module and access all approval request & Manager Modules
modules in which he is approver or verifier

YR HaA% HISYE UR (5615 5290 wal dHM HgRl [deicflula
sAY 52 BHI A HoR SR Aeadl UsiMRsdl B

4. Click on CCA button and Only CCA user can access this. a0 CCA
§5cl CCA 3R % il A 530 A5 B,

5. Click to submit the Information to the verifier or approver
AslAQllsdl wedl Horsdla Hilsdl vuMe sl R (sas s

6. Click on Choose file to upload any Document
5161‘['%[ E’m[ao& Mu‘c_ns 5| H.lé Sli')c'l You can drag and drop your files here for property attachment(image/pdf
Ue 5 W dell UR (565 53U

Pt
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3. Login & Dashboard

URL : - https://karmyogi.gujarat.gov.in

3.1. Login (€l19{l+1)
There Options available to login in HRMS 2.0

1. Using Mobile No:
a) Enter Mobile No (HlW185¢ oitd2 £lwd 53))
b) Enter password (Hl%{qg g Sa)
c) Enter Captcha (3124[ &lulg 32’1)
d) Click on Login (Login Uz (sas Sa)
e) User will Logged in by clicking on Login (%R dl0Lel wWeet UR (545 s34 |l

ol 521

9384858888

Email

....... @

Forgot Password?

Click here

Helpdesk Number: 079 232 58576/77, 079 232 55823/25

Email: karmyogi-support[at]gujarat[dot]gov[dot]in

User Manual User Training

YouTube and WhatsApp channel link @ o

Sensitivity: Internal & Restricted
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2. Using HRMS No:

a)
b)
c)
d)

e)

1)

Enter HRPN No (W3 A1 AH 1Y «l6lR elWd $R1)

Enter password (u[aqé &lud sz’l)

Enter Captcha (gull &luld sz’l)

Click on Login (Login Uz (sas Si’])

User will Logged in by clicking on Login (]33R dl01el wWeet UR (545 s34 ¢l

ol 521

User will Logged in by clicking on Login (]33R dl0Lel wWeet UR (545 s34 |l

ol 521

Ty Y
LN N0

m Mobile Email

20100042

......... ®

Forgot Password?

2+ 9 = {.71 11

1876 Setup TOTP

Login Click here

Helpdesk Number: 079 232 58576/77, 079 232 55823/25

Email: karmyogi-support[at]gujarat[dot]gov[dot]in

User Manual User Training
YouTube and WhatsApp channel link @ o
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3. Using Personal Email ID No:
2) Enter Personal Email Id (021[3(13[(‘1 g0 ¥ |6S] elwd Sa)
3) Enter password (Hl%{qg elug 52’])
4) Enter Captcha (%121.[ &luld sz’l)
5) Click on Login (Login Uz (sas Si’])
6) User will Logged in by clicking on Login (%R |11 wieel UR (545 S3la €l

&l 529).)

n

ban o B
LN R

abc@gmail.com
...... ®
Forgot Password?
1+1= | @ .
OTP @ TOTP
333444 Setup TOTP

Click here
Login

Helpdesk Number: 079 232 58576/77, 079 232 55823/25

Email: karmyogi-support[at]gujarat[dot]gov[dot]in

User Manual User Training
YouTube and WhatsApp channel link @ o
. s

Sensitivity: Internal & Restricted




User Manual_HRMS_Leave Management

3.2. User dashboard (3R 32[0{1‘%)

z 5"’_2112" { # Home 1 Employee Modules & Manager Modules  © Quick Links test us (20100042 ﬁn

TESTUS

L r——— B
My Profile Public Holidays u

0

Foreign
n E-Service Book Vie Reports n
E-Library
Talent Profile L)
Emp Reg Approved

Reserved By General Administration Department. Desion & Developed By Gujarat Informatics Limited , Privacy Policy

User can find the below functionalities from user dash board as per above screenshot:

a. My Profile: User can find profile detail by clicking here. (J? wel (545 53la

Ulslod (aoldl 204l 2k 8.)

b. E-Service Book: User can find e-Service book details by clicking here. (3332 wel
(565 5319 S-UldU ofseil [Ao1d) 2llH] 2643 )

c. Pending Task Detail: User can find Module wise pending task detail by clicking to
respective module block. (32 uiltd HISYE wells UR (sas 3l HISYd Yoo
U591 s1efl (A1) 2Nl 213 B.)

d. My Task: User can find pending task detail cumulative of all module by clicking my
task. (3952 HIA 2135 UR (565 83l oyell HISyEefl U591 215 (Seeal LIt U
8.

e. Notification: User can find the notification of all module. (42 dHlH l-n§ﬂc'l°ﬂ
Ysil el 2% )

f. Cameraicon: User can change profile pic by clicking the camera icon.( Y52 21
LB Sl UR (565 5Tl Ulslod Usd wedl 213 8)

User Icon: User can find user guide, change password, switch user and logout by clicking user icon.
(2 HIdleRis1a 2Nl 530 23 B, ulddS viedl 23 B, Yn RdU 53] 23 B WA Yx2

VLS UR (545 53a do11Ge 531 U3 8)
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4. Leave Management Overview

The purpose of the document is to get status of the leave, apply the leave and approve/Reject

the Subordinate employee leave online.

gxcll Aol 3 R1o{l RALA Acclall, %1 1% sclloll WA dloll 0ol sHURo{l 21
WA St HogR/urells1R sRcllall 8.
It facilitates you to (MlSget olA Yool ofl YAl W B):

e Submit the online request for leave application (%1 A% IR Wl Al8et [a&{rﬂ)

e Check the applied leave status and the leave balance (¥R%) 53¢l R9st0{l RAA w
98l0] AQe AU

e Approve/Reject subordinate employee leave (cllGdl gom  sHAR(l 20
HogR/atsRel)

e View list of the holidays (?%lbnc{l ALEL)

The application allows the following different type of users with different privileges.

A3t QAU QAMESIRA WA Aot (AAYU YsLRelL 23R o 1ol AU B.
e User (A%R)

e Reporting User/Approving User(l-l‘b’e 50l AHR)

» User: 1) can apply, cancel, edit the own leave. 2) Can avail the current status of applied

leave 3) Can know current own leave balance.

Yo 1) URY 53 ¥ B, € 531 A¥ B, Wldlell UL 3512 531 A3 B. ?) xtall
Mot RAAN A 23 B 3) UWcllo] cllat AQ sl 23 8.

> Reporting User/Approving User: 1) can apply, cancel, edit the own leave. 2) Can avail the
current status of applied leave 3) Can know current own leave balance. 4) Can have access
to approve or reject the subordinate employees leave. 5) Add/Remove Charge Transfer
the of employee.

Reporting User/Approving User will be decided on basis of the flow of leave type

HoR $RlR YR : 1) Ulclloll 1 wR%), €, 3312 831 AF 8. ) Wtoll ccdullot
RAQA A 23 B 3) Wdllof cllat AQe 1l A3 8. ¥) Wdlloll dloll 60 oll
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sHARAA 051 1R Wl alst3l a¥ B. U) dlodl 360 ol sHUR A ol e
2lodls? 531 2% © AUl € 53 Ad B

g ol YsR YMIB weall HUdsH il gl AWl o3 /Ay (col xR ossl
gRAUHL AL,

4.1 Login the System

e Open the any browser (Google Chrome, Mozilla Firefox, and Microsoft Edge etc.) and
enter above mention URL in the browser.

aﬂ'qu 6llB%R (Google Chrome, Mozilla Firefox, el Microsoft Edge cI\?) WAl
Ul QBRI BUR %RUAE URL ELWA 3.

e Following login screen will appear after the entering the URL

URL LA sl Ugdl o{lAo{l ALt 28let 2uud

e User can login HRPN No or registered Mobile number or registered personal email.
Employee needs to enter the credentials (user name and password) and Captcha as
per below screen and click on the login button.

HRPN of01? wacll ABeE MoUsA ololR Ucl ABwS sl SRS gl
ARt 531 a3 B, s1URA o{lAoll Wlot Yosol WAMUA (3R WES| ol
WAAS) A FLUL LA 5clloll %32 B WA APt vleet UR (5As 53,

Login Screen

& i
€) oo &

m Mobile Email el

®

Forgot Password?

U Y " (o+8 @

R\ 7t

Helpdesk Number: 079 232 58576/77, 079 232 55823/25

Email: karmyogi-support{at]gujarat{dotjgov[dot]in
User Manual User Training

YouTube and WhatsApp channel link @ o

N e

Copynqh( 2023, Al nghts Reserved By General Administration Department. Design & Developed By G nformatics Limited , Privacy Polic
\

Ve
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Home Page:

g 53!3']:“ Q%) # Home 3% Employee Modules & Manager Modules @ Quick Links test us (20100042) E B

x*

I Person Profile (Balance 10 EL, 0 HPL)
Leave Attendance

Birthdays & Anniversaries

TESTUS

etary, SECRETARIAT - UNDER SECRETARY , Test Department

0 E-learning & Training
PAR Reviewing
Public Holidays

My Profile

0
Foreign
l u E-Service Book Visit Reports
E-Library
Talent Profile

Emp Reg Approved

Emp Reg Returned

My Task (61) H Notifications (56)

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited , Privacy Policy

5. Leave Request

5.1 Redirect/Open the Leave request Screen
e Employee can apply the Leave via (Sli?llﬂ {1 HEH oll @scdl ol 9 URY

5393 B)

o Home Page: Click on the Apply in First tile of the dashboard as per below
image (811 0% o{l Ao{l 8Ny Yowat 32AASoll YU 28U “Apply “Glaat

UR (5As 53)

o Menu Options: User can also apply via click on the “Employee Modules”
Menu > and Click Leave Information as per below screen.

(“Employee Modules Menu “: 3332 "Employee Modules" Qqu% sAs
3ol URL AR 531 A¥ B > Al ol Aoll 251t Yosol 1toll HIRA UR (A
$L.)

Sensitivity: Internal & Restricted
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Opti

&

I Person Profile

TEST US

Under Secretary, SECRETARIAT - UNDER SECRETARY , Test

Department

. My Profile
E E-Service Book

Talent Profile

on 1: Home Page ([a.SC*ll : 8l Q%’)

A Home 3% Employ dul aM dul @ Quick Links

(Balance 10 EL, 0 HPL)

0

Compensation

Leave Attendance

Pending Task Details

0
Foreign
Visit

1] 0
“ PAR Reporting PAR Reviewing
0

(/]
PAR CCA Decision Lic

]

Charge
Allowances

0

Emp Reg Approved

0
Emp Reg Returned

test us (20100042 ) a a

* 0

Appraisal Score

Birthdays & Anniversaries
E-learning & Training
Public Holidays

Reports

E-Library

My Task (61)

Notifications (56)

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited , Privacy Policy

Option 2: Menu Options (ﬂo'L zﬂwm)

g =il

I Person Profile

Modul,

@ Quick Links

test us (20100042 )a B

0

. Test Departm,

. My Profile

E-Service Book

B Talent Profile

TEST US

Compensation

& Employee PAR Detail

Pending Task Details

(a)

Under Secretary, SECRETARIAT - UNDER SECRETARY 0 0

PAR Reviewing

ent PAR Reporting

o
Foreign
Visit

0

o
Emp Reg

Medical

Approved

Allowances

(1]

Emp Reg
Returned

* 0

Appraisal Score

Birthdays & Anniversaries
E-learning & Training
Public Holidays

Reports

E-Library

My Task (61)

Notifications (56)

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited , Privacy Policy
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e Following screen will be appear by click the any option as per mentioned above.

(8

Leave App

-~ -
g sﬁe.u:ﬂ @ # Home 38 Employee Modules & Manager Modules @ Quick Links test us ( 20100042)& B
= S >

Leave Information Home / Employee Module / Leave Information ]
e

New Leave Request My Leave Request Details Important Links

UR sl Yol SIS Ul [Aseu uR As sRaell ol Asll 2510t 2uudl.)

ly Screen (Gl At 8let)

Type Of Leave * @ Start Date* End Date*
I Select Leave Type N l [ Start Date I End Date I
Select Half Selected Leave Balance Total No of Leave Applied For
[ Select Leave Half v I l 0 l [ 0 l
Prefix Begin Date Suffix End Date HQ Leave Start Date
I Prefix Date ] [ Suffix Date l ‘ Leave Start Date l
HQ Leave End Date Leave Reason* Note(Min 10 Character) 200

Leave End Date ] [ Select Leave Reason VI

You can drag and drop files(image/pdf).

"

Processors (Leave Approver Flow)

Copyright @ 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited , Privacy Policy

Fnter Note ‘

5.2 Fields Understanding of Leave request form

*F

ields are mandatory/compulsory fields. (* Fields se@eud @.)

e Type of Leave *: User can select the leave type from this field. i.e. Casual Leave,

Earned Leave, Half pay Leave etc. (Please refer below image)
Yo Al gles Ml R2toll Ysik URie 31 23 B. Aed ¥ YRiLls 1, Ylid

o1, WU ofl Rt adR. (sUl 53l o{lAs(l BN oAl ] A)

Sensitivity: Internal & Restricted
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e Start Date *: User can select Starting date of the leave. (Please refer below image)

YR el A3 Ucloll dARlH A RAAs2 531 2d B. (5Ul 53 ol Ao{l 0{loll

Type Of Leave * @

I Select Leave Type v

Select Leave Type

[ Adoption Leave
Cancer Leave

‘ Casual Leave
Child Leave
Comm Leave Family Mem [lI
Commuted LTC

‘ Commuted Own illness
Commuted Study Leave
Compensatory Leave
Covid-19 Leave

‘ Earned Leave
EL - Study Leave
Ex - India EL/Overstay
Ex - India HPL/Overstay
Ex- India Cl/Overstay
Extra Ordinary Leave
Head Quarter Leave Days
Head Quarter Leave Hours
Hospital Leave

Start Date*

Start Date

End Date*: User can select Ending date of the leave.

(YR Rstoll UM ALl URie 531 A3 B.)

Sensitivity: Internal & Restricted
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e Select Half: If user has selected the Leave type is Casual Leave, then this field is
enabled and User get three options: 1) Full day 2) First Half 3) Second Half (Please
refer below image)

ol 4232 A Wxloll YslR YLALLls 9t Urle sA8lal, Al YR A 2L [Asell 1A
®: 1) Full Day 2) First Half 3) Second Half (sul 53lal o{l Al B ol Aeel A

> Full Day- User can select the “Full day” in case of he/she is applying the
leave for whole day(s)

o] J 253 LWL (& cl(RAl) M2 %1 wR%Y 531 8lad Al Y% "Full Day"
yde s3I AF O,

> First Half- User can select the “First Half” in case of he/she is applying the
leave for the first half of the start date

Y2 "First Half " URE 31 2¥ B %l AW ol First Half HI2 R
WY 3| @l slaL.

> Second Half- User can select the “Second Half” in case of h
» e/sheis applying the leave for the second half of the start date

%l R 1slall AllW oll “Second Half” HI2 1951 wU% 3| Wl &l
dl YR "Second Half" Ude 53| ¥ B.

Select Start Half

Full Day -

e Selected Leave Balance: Field is indicating a leave balance of particular leave type.
(AU $les AlssA YsRell 2teoll AQoda £20A 8.)

¢ No of Leave Applied For: Field is showing the total number of the day(s) of applied
leave. (UL $lC5 WRY 5A ol (Eal (B a) ofl st dvau e2la )

o Prefix Begin Date: Field is for selection for holiday prefix date in respective of the
start date of the leave. ($l5 R9sto{l 233l cdoll AlRlual Uajcella ol Prefix

Date ofl Ul 12 Ul 12 B.)

o Suffix End Date: Field is for selection for holiday prefix date in respective of the
start date of the leave. (5165 %ol 23ullcloll AW Wojcellad 1ol Suffix

Date ofl Al3lwl M2 uieoll {2 B.)

e HQ Leave Start Date: Field is the start date of when employee will leave the Head
Quarter. User can change the date within the Start Date and End Date of the Leave.

Sensitivity: Internal & Restricted
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(L gles A A3ulctoll ARl & »auR st &5 sae: Olsl. YR el

A3l W 9 ofl BAH Al ol R ol dAdlw slecll a3 B.)

e HQ Leave End Date: Field is the last day of the out of Head Quarter during the
leave. User can change the date within the Start Date and End Date of the Leave.

(AL gles W Rt e 2let 35 salléell el wlcll Mol DEA (B al 8. 3R
oslo{l 2oto{l 23 el 9t ofl i[AH ARl ofl A ofl Alw cecll 2
8.)

e Leave Reason*: User has to select leave reason as per options shown in below
image. If user wants to put the leave for LTC then he/she must be select reason as

LTC (YA o{lAoll SNl e2lAc (AsED Ywa 1 o] SIRWL URME 5]
USAWL YRR LTC HI2 % Y5 cll 2% oll $1RQL Hl LTC UME 8 Usal.)

Leave Reason®

‘ Select Leave Reason W

Select Leave Reason

Personal Reason

Health Reasons
Religious events
Emergencies
LTC

other

e New Note*: User can write the remarks of the leave applied for. Minimum 10
character and Maximum 200 characters are allowed. User need to enter “New
Note” field compulsory in case of the Leave Reason field is “Other”

YR wR%Y 5 1ol Rrugll cvll 23 B. (oYoldH 10 R el HedH
200 &R YHl) A 1lo] 5120 $les "weA" fla Al B W "New Note"
gles Bl elnet scloll 3L

e Attachment: User can attach the supporting documents for the leave in pdf or
image format. For example: Medical Certificate etc.

YR L M2 UsAS €A UlslAlg wual sRy Sleui K8l ab B.
GeleRal cdl3: dolloll yreuat cdR.
e Processors: Field shows the leave processors/Approvers name(s) (L ﬂC’S dla

YRARUA/HR sl ot () Al B)

Sensitivity: Internal & Restricted
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5.3 Submit the leave request

g 5:!3:2" @ A Home

User has to fill required fields and need to click on submit button for final the
submission. (3 %33 $lc5 GRcllof ¥ Aol vilAH UoPA2let HIZ Submit

wea UR (5As 59 Us)

User will be asked confirmation to submit the leave.

Click on Yes for

confirmation. (432 o 95t UnHle sl HRell YR scl us. YR sal

HER “Yes” UR (5As 4.

User get the message after the successful submission of the leave application.
(R URY AUsNAYds Aee sl uel YR ol At HAd)

dul @ Quick Links

18 Employee Modul

test us (20100042 ) E a

Leave Information Home / Employee Module / Leave Information ]

New Leave Request My Leave Request Details Important Links

Type Of Leave * @

Start Date*

End Date*

{ Earned Leave

x ’ l 01-07-2024

‘ ‘ 04-07-2024

Select Half

Selected Leave Balance

Total No of Leave Applied For

Full Day

] [s

| (e

Prefix Begin Date

Suffix End Date

HQ Leave Start Date

J ‘ 30-06-2024

Note(Min 10 Character) 183

Please sanction..

{ 30-06-2024 l Suffix Date
HQ Leave End Date Leave Reason”
’ 04-07-2024 ] 1 Health Reason v\
14 MB
TESTow
X Remove

Processors (Leave Approver Flow)

1)test ds ; Deputy Secretary;Test Department

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited , Privacy Policy
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Are you sure?
Do you want to Submit

Yes, SubmEs

Leave request submitted successfully

5.4 Leave Actions

e After the submit the leave request user/employee can perform following actions
against his/her leave request (%l Qolcdl du®e sal ugl 34352/81-12{[51 ol

o (Aolcl AR (Aol ylsan 2 531 23 B)
o Leave Cancellation (291 € 531)

o Leave Edit (R%IHL 3% $2A)

o Download Leave Order Copy (%lotl ¥1§6{l o15Ct SIGAALS 531)

5.4.1 Leave Cancellation
e User can cancel the leave by (2R (1A HAN oll @scdell 1 € 531 A3 B)
o Going the “Employee Modules” Menu > Leave Information > Click the My
Leave Request Details. ("Employee Modules" ﬂcj\ UR All> Leave
Information > My Leave Request Details UR (55 52A.)

o User can find his/her leave and Click on the cancel button for the
particular leave.

Yol Rl AUl A Y3 1 ol RE sl M2 cancel Wil UR
(5As 5

o Popup window will appear user need to enter reason for cancellation and
click Save & Submit button for final submission.
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(89, Yol WU (Aodl 2uitdl. uedl R W RE sl HIdej 510
sllu{l (AH Aot W2 “Save & Submit” wesl UR (5AS $R4.)

o After the leave cancellation request an intimation will be sent to the
approver/processor.

(Rl € sRclloll (Aolcl uell 13l WU/ NAURA Notification
NECCIRIENERW)

Leave Information Home / Employee Module / Leave Information ]

Leave Request Leave History Leave Calendar

New Leave Request My Leave Request Details Important Links

Type Of Leave Show From Show To

Date To ] @ Apply
\

Charge Resume
Type OF Charge holder Quota Resume )
StNo Start Date End Date Processor Status holder Duty Actions
Leave Designation Used Duty
Name Status
s

Select Leave Type V‘ Date From ‘

( 'QCo\umnV\slb\hty H 18 Copy H hCSV

Casual 14/07/2023 14/07/2023 Tarang Andharia [ntry - - 1 15/07/2023

Leave

Reason For Leave Cancellztion x
Type Of Leave* Leave Balance
I Eamed Leave v | [ 6 I
Selected Leave Balance Start Date*
I 4 | | 01-07-2024 I
End Date* Select Half
— - Leave cancelled Successfully
| 04.07-2024 | [ Ful Day . I
Prefix Begin Date Suffix End Date
| o |
HQ Leave Start Date HQ Leave End Date
30-06-2024 ] | 04.07-2024 I
Leave Reason® Reason For Leave Cancellation™Min 10 Character
[ Heaith Reason '] 183
Please sanction.. ’
e drag e drop f"es“mage/pdf) m
Y -
L=}
@ Save & Submit
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e Case 1: If Leave Status is “Entry” (refer above image), then leave is direct
cancelled. Leave will not go for cancellation approval and used quota of the
respective leave is credited direct in user’s account.

(8 R%8le] 2 "Entry " & (GURe{l 8A% oll el AU, Al %1 € SReUML AUA
8. € 5 1 WL HRl HIZ A otl el AoiBd 1ol selet Al
Y3Rotl WLALHL HL A B.)

e Case 2:If Leave Status is “Recommended & Forwarded” or “Approved”, then leave
will be sent for the approval. After final approver will approve the leave
cancellation request, intimation will be sent to the applicant and used quota of
the respective leave is credited in user’s account.

(s Q°&l°j 2™ "Recommended & Forwarded” WSl "Approved " &2, cll
RE s 1 MRl HI2 MsAcHl wad. AN HoRsAl %1 € s:clell
(Qolcll A R 5 A U], WRHEIR A YUoll WSAUHL WA B Aoi[dcd
2floll AURAAA sAllal Yol WIclML &ML sallHl wLadl.)

e In both case, user needs to perform same action as per above image. Below
images are showing the Case 2 scenario.

(ool (BRURNML, YR A GuURell A% Yol UHlel Ulsal s:clloll 4.
o(lAell BNy J-2 HRell ulsau e2ia B.)

e User will receive intimation after approve of the request. ([adcﬂa 3—1°;(€ sl ugdl
YR ol YUoll Yl U9L.)

New Leave Request My Leave Request Details Important Links
Type Of Leave Show From Show To
‘ Select Leave Type M ‘ Date From ‘ Date To ‘ © Apply
QCC“JHM fisibility ‘ 1K Copy || Bicsv || BExcel || BPDF ‘ BPmt ) Search:
Charge
Type Of Charge holder Quota Resume Resume
StNo Processor holder Actions
Leave E Designation Used Duty Status
Name
Casual Leave 14/07/2023 14/07/2023 Tarang Andharia Cancel - 15/07/2023 Active
2 Casualleave  15/07/2023 | 15/07/2023  Tarang Andharia Entry . . 1 17/07/2023 Active |T| |7|
23 Eamed leave  07/08/2023 | 10/08/2023 Sumitkumar Recommended & . . 4 11/08/2023 Active |T| |7|
Chaudhari Forwarded
Show | 10 v | Entries Showing 21 to 23 of 23 entries Previous 1 2 Next

Sensitivity: Internal & Restricted




User Manual_HRMS_Leave Management

Char
Type Of Start End e Charge holder Quota Resume Resume
SrNo Processor Status holder
a Leave Date Date 0 Designation Used Duty Duty Status
ame

Actions

21 Casual Leave 14/07/2023 14/07/2023 Tarang Andharia Cancel - - 1 15/07/2023 Active

22 Casual Leave 15/07/2023 15/07/2023 Tarang Andharia Entry - - 1 17/07/2023 Active | X H & ‘

23 Earned Leave 07/08/2023 10/08/2023 Sumitkumar 4 11/08/2023 Active ‘I|
Chaudhari T
Sm-:,-. 10 v | Entries Showing 21 to 23 of 23 entries Previous 1 2 n Next
& Earned Leave Cancellation Request of Mis. Stuti Dave from 07- %

08-23 to 10-08-23 has been approved.

Clear A

5.4.2 Leave Edit
e User can Edit the leave by (232 Y3 ¥ 1R UAA 1ML ¥R81R 531 A3 B)

o Going the “Employee Modules” Menu > Leave Information > Click the My
Leave Request Details.

(Employee Modules QO;L U o1ull> Leave Information > My Leave
Request Details U (5As 53L.)

o User can find his/her leave and Click on the Leave Edit button for the
particular leave.

(YR Wetoll 221 A 23 B wal Ass %1 HIR2 Alat A2 weet UR
sAs s A3 B.)

o Popup window will appear. Then, user can change Start Date, End Date,
Leave Type, Leave Reason, HQ Leave Start Date, HQ Leave End Date and
click Save & Submit button for final submission.

(6, WuAHU (Aodl Butdl. A ugdl, R azulcoll clilu, AHAA
dAlRlu, R2stell YsIR, ¥le] sRQ, Yuad Has dlsclell 2A3ulctsll
AlRlw, Yuat Hasoll otell A dARlu cecll 9d 8 ua vildn
Ao alet HIZ Save & Submit l2sl UR (5AS $39.)

e After the submission of leave edit request, request will be processed by his/her
reporting/approving authority.
(R 552 [Qoicl APz sal ugl, [Aoidl YR ot RUEot/HYR $R0lR

A3 gl Ulsal scaAH wadl.)
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e User will receive intimation/notification after approve or reject of the request.

([Qoicdlal 2iogR wacll ststal uedl 2R A notification Ulict U3L.)

Home / Employee Module / Leave Information ]

Leave Information

Important Links

New Leave Request My Leave Request Details

Type Of Leave Show From Show To

)

Select Leave Type A Date From ‘ Date To

-
( ‘QCo\umn Visibility || 1§ Copy H bCSV ‘ B Excel ‘ E an )

Charge Resume
Type Of Charge holder Quota Resume
StNo Start Date End Date Processor holder o Duty Actions
Leave Designation Used Duty
Name Status
21 Casual 14/07,/2023 14/07/2023 Tarang Andharia Entry - - 1 15/07/2023 Active E] Vi @
Leave o
Reason For Leave Edit x

Type Of Leave®

Leave Balance

Eamed Leave - | ‘ 10 |
Selected Leave Balance Start Date*

4 | 01-07-2024 |
End Date* Select Half
| O4-07-2024 | Full Day - |

Prefix Begin Date Suffix End Date

| 30-06-2024 |

HQ Leave Start Date H{) Leave End Date

| 30-08-2024 | ‘ 04-07-2024 |

Leave Reason®

,;

[}
w

racter) |183

Reason For Leave Edit™

Please sanctiomn.,

m

@ Save & Submit

You can drag and drop files(image/pdf).
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S ar Dave d

& Your Casual Leaveapplication from 15-07-23 to
Approved

Leave edited successfully \Agoroved

a
& Your Casual Leaveapplication from 03-07-23 to 03-07-23 is Ba
a

& Earned Leave Cancellation Request of Mis. Stuti Dave from 07-
08-23 to 10-08-23 has been approved.

5.4.3 Download Order Copy
e User can download Leave order copy from My Request Details Tab. Leave Order
copy icon will be visible in case of Leave has “Approved” or “Cancel By User
Request Approve” status.

(YR “My Leave Request Details” 2Mil R9stoll B0E6{ otsA SIGAAS 831
A% V. Wl "Approved " ¥2dl "Cancel By User Request Approve” RAQet
(3L Rostetl AUER06{l oAsEH BUB S\t BULA.)

New Leave Request My Leave Request Details Important Links
Type Of Leave Show From Show Te
Select Leave Type - Date From I Date To I S Apply
g . - . . N TR
l\‘& Column Visibility || 1l Copy || Bcsv || B Excel PDF || B Prmt/} Search: :]
Charge
Type Of Start End Charge holder Resume Resume
Sr.No Processor Status holder
Leave Date Date Designation Duty Duty Status
T Name
21 Casual Leave 14/07/2023 14/07/2023 Tarang Andharia Cancel - - 1 15/07/2023 Active
22 Casual Leave 15/07/2023 15/07/2023 Tarang Andharia Approved - - 1 17/07/2023 Active |? rd
23 Earned Leave 07/08/2023 10/08/2023 Sumitkumar Cancel By User - - 4 11/08/2023 Active

Chaudhari Request Approve

Shnw Entries Showing 21 to 23 of 23 entries Previous 1 2 Next

6. Leave Request Details (Leave History)

e User can see the applied leave and its status in “My Leave Request” tab. Please refer
below image.

(YR " My Leave Request Details " 2HI 9] $EA %1 Wl Aoll RAA K1 A3
8. sul s3la o{lA{l 8N ol Aeel AL)

Sensitivity: Internal & Restricted




TFeaHa G
I AUA HI5IL
Gavernment of Guiarat

User Manual_HRMS_Leave Management

MNew Leave Request

Type Of Leave

My Leave Request Details

Show From

Important Links

Show To

Select Leave Type - Date From Date To
2| Column Visibility || 1N Copy Bcsv || B Excel B roF & Print
Type Of Charge holder
Processor
Leave Designation
21 Casual Leave 07/202 Tarang Andharia Cancel

Casual Leave

Tarang Andharia Entry

Recommended &

Forwarded

Showing 21 to 23 of 23 entries

Resume

Actions
Duty Status

Type Of Leave Show From To
Casual Leave v I 01-01-2023 ] l 31-01-2023 l <=
( “!Column Visibility ‘ W Copy ‘ B csv ‘ B4 Excel ‘ B pDF ‘ =] Prmt ) Search: I:l
Type Charge
Sr.No Processor Status holder
Date Date
Leave Designation
1 Casual 17/01/2023 | 17/01/2023 Jagdishbhai Entry - - 1 18/01/2023 Active
Leave Rathod
2 Casual 18/01/2023 | 18/01/2023 Jagdishbhai Entry - - 1 19/01/2023 Active
Leave Rathod
3 Casual 19/01/2023 | 19/01/2023 Jagdishbhai Cancel - - 0.5 20/01/2023 Active
Leave Rathod
4 Casual 19/01/2023 | 19/01/2023 Jagdishbhai Cancel - - 1 20/01/2023 Active
Leave Rathod
e Status: In Status field following status can be find as per action by user

(YA YR s stAdalgl Yol “Status” $les ML o{lA Yxololl e el

HNAL)

o Entry: User has just submit the leave and leave is in next immediate approver.
(R % Aoz A B ol % ARl UdAL HgRsdAl WA B.)

o Recommended & Forwarded: Leave has forwarded to next or final approver.
(Rt wUHl/3i[AN HoRsdl A HoR |2 WsAd B.)

o Approved: Leave has been approved. (-3l 225 3—1"’;(? aes e 8.)

o Reject: Leave has been rejected. (%l O‘Ll)-'l";(? UAA B.)
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o Return: Leave has returned by your approver. (H‘?{?S(‘ﬂ@l 1 U HIsAA
8.)

o Cancel: Entry Level leave has cancelled by user. ( “Entry” Add ofl 22 2:13’&
5o 53 B.)

o Cancel By User: Cancellation of Approved leave has requested by user. (H%{?
%1 YA Sl sclloll (Aoldl s B.)

o Cancel By User Request Approve: Leave Cancelation request has been
approved by approver. (3cdd 53¢ 9l ofl [Qoicl HogRsdl A HR 53
8.)

o Cancel By Higher Authorities: Leave has been cancelled by the Higher

Authorities. (G2 U1 Gl 1 ollHYR 5AAA B.)

User can select “Type of Leave” or “Show from (Date from)” or “To (Date To)” or all
fields and click on apply button. Result of the selecting criteria will be shown after the
applying the filters. Please refer above image.

User can choose the “Type of Leave” or “Show From” or “Show To” or Select all fields
and click the Apply Button to the result according to the filter applied.

(YR “Type of Leave” MUC “Show From” Wl “To ” AUl 6l les Ude 531
A% O WA “Apply " ¢t UR (As 5A. (3 clo) sal ugl uieoll yHdl of
YRoUH olciatatHl viadl. sul s3la GuRe{l 80y ol eal AL)

User can Copy, Print, Search and Export (in CSV, Excel and PDF) the results. (3R

Ll@@,lll-ﬂo{l Copy, @oa, Search ¥a Export (CSV, Excel e PDF Hi) 5323 ©.

e
( = Column Visibility || Il Copy
S

B PDF || & Print )

i
(]
L
[
o
[ ]
&}

Column Visibility

Column visibility feature is used for which fields wanted to display in the leave history result. User
need to select the fields which he/she wants to remove from the result.

(SlAH (ADRAAZ] YAl GUNDL “My Leave Request Details “Hi AssU Sles slal 8l Al

HI2 $cAHL WA B, % $lES Hide/Unhide $cll M2 Column Visibility UR (5As $3. L HI2 o{lQ

oll &Ry ul)
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% Column Visibility |

Sr.No
fype Offemve sar o e ot “
Type Of Leave

Start Date

B PDF || a2 Prmt I Search:

I_lCop; || B csv H Bi Excel

[y, Casual Leave 18/01/2023 18/01/2023 Jagdishbhai Rathod Entry

Processor
Casual Leave 01/02/2023 02/02/2023 Jagdishbhai Rathed Entry
Status
Charge holder Name Casual Leave 19/01/2023 19/01/2023 Jagdishbhai Rathod Cancel
Charge holder Designation
Quota Used Casual Leave 19/01/2023 19/01/2023 Jagdishbhai Rathod Cancel
Resume Duty
Resume Duty Status Casual Leave 25/01/2023 25/01/2023 Jagdishbhai Rathed Return Leave
Actions
Compensatory Leave 13/02/2023 13/02/2023 - Approved
Fileds are removed from the results
8 Head Quarter Leave Days 28/02/2023 02/03/2023 - Approved

7. Leave Clubbing
There are two scenarios in clubbing the leave (cllal se(@o0l HIR ol {1 HXHO oll R USIR

scenario 49l.)

v" CL cannot club with any type of the leave, please refer following screenshot

(URIOLs 98t (cL) ol S 9 WA seted o8l Uts Ad.)

For Example: - In below screen user has put the casual leave from 14-07-2023 to 15-07-2023. There is
a public holiday on 16-07-2023(Sunday).

GeleW 3L, Y AW o{lA ol lot Ul 1¥-00-2023 &l 1U-00-2023 Yl cL Y3t B. U
15-09-2023 (R(AcR) otl A% &R 1A B.

Leave Information Home / Employee Module / Leave Information l

New Leave Request My Leave Request Details Important Links
Type Of Leave Show From Show To
I Select Leave Type VI l Date From I l Date To I © Apply
~
“l Column Visibility B Copy || B Csv BiExcel || BPDF || B Prmt/\ Search: |
Type Of Leave Start Date End Date Charge holder Name Charge holder Designation Quota Used Resume Duty Status
Casual Leave 14/07/2023 15/07/2023  Tarang Andharia Entry 17/07/2023 Active | x ” P ‘
S"U\‘.“ 10 V| Entries Showing 1 to 1 of 1 entries Previous - Next
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Now user will try to put an Earned Leave from 17-07-2023 to 20-07-2023. Then System will not allow
user to put a leave. Please refer below screen.

(69, YAR 19-09-2023 Ul 20-09-203 YL oll ULt 2 Ysall A A, Rren oA Yoot
oll AR HA% WUU.)

©

Leave cannot be clubbed with CL. Please check leave
details.

v" Any leave type expect CL can be club with any type of the leave
(5185 uRl UsR ofl 22 ol Sl UL 295t AA sco A AsA.)

For Example: - In below screen user has put the Earned leave from 01-07-2024 to 06-07-2024. There
is a public holiday on 07-07-2024(Sunday). Please refer below image

BeleR0L 3}, ollAoll wlot Ui YR A 01-09-20°% &l 05-00-20% Y| EL Y3 B. U
09-09-202% oll A% 32 A (RAAWR) V. (1Al A ol deal AL
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New Leave Request My Leave Request Details Important Links
Type Of Leave Show From Show To
‘. Select Leave Type M ‘ Date From ‘ ‘ Date To ‘
‘}‘QCCIMH isibility H I Copy || B Csv ‘ Bi Excel ‘ B POF H Eme ) Search: | ear
mm
Earned L 01/07/2024 6/ Entry 08/07/2024 active
4 Earned Leave 14/06/2024 14/06/2024 test ds Entry 1 15/06/2024 active E

Now user will try to put a HPL from 08-07-2024 to 12-07-2024. Then, clubbing window will open and
user can choose 07-07-2024 date either in HPL or EL to put a leave. Please refer below screen. User
will choose 07-07-2024 date either from EL End Date or HPL Start Date. Here, we select 07-07-2024
date on HPL Start Date field for example. Please click apply after the select the day(s). Hence, no of
the leave applied date will be updated accordingly. User need to fill other necessary details and click
on the submit button for leave apply.

(8Q, YR 0¢-09-20% YUl 1R-09-20% Y oll HPL ysall oA A o{lA Yorat ofl setet lot
B A YA 09-09-20%% oll (Ecld ol EL ¥ HPL Hi o3l A oissl s3lal EL oll End Date
wcll HPL ol Start Date Hi RAse s2clloll 233 o{lAAl A% ol eel A Gelsw A3}
UUGL A8l 09-09-20%¥ & HPL Start Date $les Hi RAS2 531 Apply oleat UR (5As sRcllo]
3 Aol Aol WofUR A 1L oll (Bt wude U RURGILE 33| $lesU aZlal Submit vieet
UR (5A5 53l Leave Request o2 U %2l.)
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4 Home  :& Employee Modules & Manager Modules @ Quick Links test us (20100042 ) ﬁ B

Leave Informati Home / Employee Module / Leave Information ]

New Leave Request My Leave Request Details Important Links
Type Of Leave * @ Start Date* End Date*
I HPL 'I [ 08-07-2024 ‘ [ 12-07-2024 ‘
Select Half Selected Leave Balance Total No of Leave Applied For
Full Day '] [ 190 ‘ [ 5 ‘

Leave Clubbing With Earned Leave

Manage Holiday Days from 07-07-2024 to 07-07-2024 i

01-07-2024 J [06—07—2024 I ls J [

Current HPL Detail

Start Date End Date Old Applied Days Current Apply Days

I 08-07-2024 [ 12-07-2024 I [ ° ] [ ]

Prefix Begin Date Suffix End Date HQ Leave Start Date

I 07-07-2024 l [ 14-07-2024 ‘ [ 07-07-2024

HQ Leave End Dale Leave Reason® Note{Min 10 Character) 200
I 14-07-2024 I [ Select Leave Reason - Enter Note

You can drag and drop files(image/pdf).

" »

Processors (Leave Approver Flow)

1)test ds ; Deputy Secretary;Test Department

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited . Privacy Policy

1 =
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A Home  :& Employee Modules & Manager Modules @ Quick Links test us ( 20100042 ) E B

& sieiofl
€2 v

Leave Informati Home / Employee Module / Leave Information ]

New Leave Request My Leave Request Details Important Links
Type Of Leave * @ Start Date™ End Date*
’ HPL - I I 08-07-2024 l I 12-07-2024 l
Select Half Selected Leave Balance Total No of Leave Applied For
Full Day '] I 190 I I 5 I

Leave Clubbing With Earned Leave
Manage Holiday Days from 07-07-2024 to 07-07-2024 in Earned Leave

01-07-2024 ] |06-07-2024 ‘ {5 J {0

Current HPL Detail

Start Date End Date Old Applied Days Current Apply Days

oo (120 NE NE |

\/ e HQ Leave Start Date

4 l I 07-07-2024

Leave Clubbed Successfully - Note(Min 10 Character) 183
son 'I please sanction.|

L

Processors (Leave Approver Flow)

1)test ds ; Deputy Secretary;Test Department

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited , Privacy Policy
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My Request details entry will be updated accordingly. Please refer below image. ( dla e
g2l Ul My Leave Request Details Hi ol Yool ude adl)

Entry b 5/07/2024 active b

8. Leave Balance

e To Check the Leave Balance: User can get Total entitlement, Total Leave Taken and Total
Balance of the particular leave type.

(CfﬂC{ AQeU lall HIZ: Total Entitlement, Leave Taken Wal Total Balance %cll QGS A\ eS
A% 8.)

e Click on the Employee Modules > Leave Information, Under the Leave Information Label Click
on Leave Account

e (Employee Modules >Leave Information U2 sAs Sa, Leave Information QU 360 Leave
Account UR (5As 530)

"‘!Column Visibility H 1§ Copy H B csv H B Excel

H 2 Pnnt \

Search

Leave Quota Type Total Entitlement Total Leave Taken Total Balance

Casual Leave

Earned Leave 15 2

HPL 130 96 View Detail 34

Restricted Holiday 2 0

Show entries Showing 1 to 4 of 4 entries Previous - Next
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9. Leave History

Click on the Employee Modules > Leave Information, Under the Leave Information Label, Click on Leave
History

(Employee Modules >Leave Information U3 Qs Sa, Leave Information QLA éé(ﬂ, Leave History
UR (5As 531)

In this screen user can see the Total Leave credited, Total Leave Availed, Pending Leave for the
approval, Rejected Leave and approved leave.

(AL Wl YR scd dla 3032, st dla Buatoy, vl 1R Voslol dla, Reses cla ua
HoR Rl A A5 B)

Leave Information Home / Employee Module / Leave Information ]

B PDF H 8 Print ) earch |

hr\’

E]HF\

‘G{ olumn Visibility ‘ & Copy

Leave Type Total Leave Credited Total Leave Availed Pending Leave Rejected Leave Approved Leave

Adopti

Cancer Leave 0 0 1]
Casual Leave 12

Child Leave 0 0 i

HPL 130 0 )}

] )

eave not Due [ 0 C
show | 10 » | Entrie Showing 1 to 10 of 13 entries Previous - 2 MNext

33|Page
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10. Leave Calendar (Team Calendar)

e User can see the Public Holidays/Restricted Holidays in the Leave Calendar
(Employee Module> Leave Information> Leave Calendar).

(R o{lA €20AA 3ASUL 3R AL/ HRWAULA 1AL A 23 B. cllad
5QosUL gl HIe Employee Modules >Leave Information U (sAs 53, Leave
Information QWA 60, Leave Calendar UR (sAs Sa)

e User can see team calendar of the his/her branch (teammates). User can see the
absentee list of his/her teammates.

(B 8 ual ARl UR 6As saudl duell auvietl (uelll)qf dlu
3A052 A AS V. YA AMoll oll UesHell ARsl3| el A A3 B.)

Leave Information
Public Holiday W Weekly Off W Restricted Holiday
June 2023
Sun Mon Tue Wed Thu Fri Sat
1 2 3
Employee | Employes
Details:2 | Details: 1
5 3 7 3
Employee Employee
Details: 1 Details : 1
12 13 14 15
Employee | Employss | Employes | Employes.
Details: 1 || Details:2 | Defails:2 | Details: 1
19 20
Employee | Employes | Employes
Details: 1 |Details:1 | Details: 1
2 27
Employee | Employee | Employee
Details:1 | Detsils:1 | Detsils: 1
4
Good Friday
Employee Details
-
34|Page
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11.Leave Approve, Reject, Charge Transfer by Approver

11.1 Navigate to leave request from Subordinate
e Approver got the notification on notification-bar for leave request.
(HRl vUstRA %1e{l [Aoldl HI2 Notification Bar UR ¥Usll HAOQ)

e Approver has to go approving screen by any of the following options
(g3l Buetir A ol Aol SISURL (ASCA gl 191 HYR sRAMHIR 25lat
UR g Us)

v" Approver can click on particular leave request notification and redirected
into approver screen.

(Hog3l AUSUR Notification Bar UR 5As 831 o @ 951 HyR scllsll
8l Aol R 5As s2clell @A B AU “Leave And Attendance
Approvals” 8lel UR 3lslarse Al.)

v" Approver can also go at Manager Modules> Click on “Leave And
Attendance Approvals.”

(ﬂ"(ﬂ UUalk A “Manager Modules” > " Leave And Attendance
Approvals " UR (5A5 53| &L Ul %€ A3 B.)

v"In Dashboard (Home Page), approver need to click “Leave” Tile under the
“Pending Task Details” Label.

(BAGS (8l V) Hi, HYRSUR A "Pending Task Details" AU
360 "Leave " 218 UR (5As sclloll 232.)
Option 1 to Navigate Leave from Notification bar: (Notification Bar il R Al sRell M2
@scu 1)

[N
g 'EHa":“ A" Home  :& Employee Modules & Manager Modules @ Quick Links test us (20100042 ) ﬂ B
G2 e e

= leave application of Ms. Test SO1 from 01-05-24 to 05-05-24 is [ x]
sent to you for approval

= FEamned Leave of dated from 11-06-2024 to 15-06-2024 has [ x]
been approved by Final Approver

I Person Profile (Balance 4 EL, 178 HPL)
Leave Attendance

& leave application of Ms. Test SO1 from 05-11-24 to 05-11-24 is [ ]
Overview  Apply

sent to you for approval

= Itc nen availment certificate (233)Ms. Test B SO1 is sent to you [ x ]
for approval

Pendmg Task Details = your Commuted Own illnessapplication from 21-06-24 to 25- [ x]

06-24 is approved

TEST US

Under Secretary, SECRETARIAT - UNDER SECRETARY 5
| Test Department LEAVE

= your Earned Leaveapplication from 01-06-24 to 04-06-24 is [ x]
approved

= leave application of Ms. Test SO1 from 22-07-24 to 26-07-24 is a

/]
PAR Reporting
sent to you for approval
= leave application of Ms. Test SO1 from 07-06-24 to 10-06-24 is [ ]
PAR CCA Decision LTL TA/DA sent to you for approval

E-Service Book a

= B
Lharge Medlcal - =
Allowances
Emp Reg
Returned

My Task (61) H Motifications (51) n

Copyright @ 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited . Privacy Policy
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Clear A
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Option 2 to Navigate Leave from Manager Module Menu :( @scu 2: AA%? Lnsqa a.ciﬂldl Rul
HorR s2dl a(Ade sl HIR)

[N
g EHZIIJﬂ A Home & Employee Modules | & Manager Modules | @ Quick Links test us (20100042 ) ﬁ B
G2 s

Leave And Attendance Approvals

I Person Profile 3 PAR Document ? O

LTC Approvals Compensation Appraisal Score

Probation To Regular Approval

. Service Continuation Approval
9 I Pending Task D¢ Birthdays & Anniversaries E
LTC Re
TEST US perts
Under Secretary, SECRETARIAT - UNDER SECRETARY 2 Registration Approvel o 0 E-learning & Training E
 Test Bepartment LEAVE Reporting PAR Reviewing
Leave Reports . .
Public Holidays
My Profile
g o 0 9 F o
PAR CCA Decision| 17C TA/DA (\’;Ii ‘i?" Reports n
E E-Service Book
0 a o E-Library E
. Charge A - pReg | Emp Reg
E Talent Profile Allowances Medical ]

[}
Emp Reg
Returned

My Task (61) E Notifications (51) n

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited . Privacy Policy

Option 3 to Navigate from Dashboard: ([aseu 3 321618 w2l AfAdle s l-llé)

Pending Task Details

0
PAR Reviewing

0

Foreign
Visit

PAR CCA Decision

0 0
Charge Emp Reg
Allowances i Approved

0
Emp Reg
Returmnmed
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11.2 Process the Leave Request
e Approver/Processor can approve, reject or return the leave
(HogRsdl/YRAUR 2t v, atsl3] wecl URd 3l 4k 8)

11.2.1 Approve the leave
e Approver can approve the particular leave by clicking the approve button.
(HogR 5R01R HYR taal UR (5A5 53l AssU 1lal 1R 531 A3 B.)
e Approver/Processor can approve any type of the Leave request i.e. Leave
Request, Cancel Leave Request etc. by following the same step.

(BUR Y0l oll steps ol WajUIlal SlFURL YsiRo{l 2 (QAoiclal HogR 531

JERE
fype ot feee smpioyee fame
| Family Mem I Ms. Test 501 Section Officer Test Department 01/05/2024 05/05/2024 05/05/2024
o |3| [E] rnity Leave Ms. Test SO1 Section Officer Test Department 01/01/2025 29/06/2025
Do you want to Appro
Leave Approved Successfully
Apporved
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11.2.2 Reject the Leave
e Approver can reject the particular leave request by clicking the reject button.
(Rl atsldl stacll H2 ol Aol AW clclcal YHIA R3¥se wleeat U

(5As 5 RAURGILE WUl UAA (AoS Hi “Select Reason” Hi Reject RAS2
$21.)

e Popup window will appear. User need to Select Reason and Enter Reason
Notes. After that user need to click on Submit Button.

(éa, QUAHU (oSl AUt U9 YA W “Reason” U “Reason Notes”
WAoe? 52¢ Wl ULl Submit weet UR (5As scll)

e Confirmation Message “lLeave Rejected Successfully” will appear after
successful submit.

(Submit &L=l ugdl, “Leave Rejected Successfully” oll A% L)

e Notification is sent to the Applicant/Requester. (ﬂaiﬂg%ld VRFERA
HsAdHL A1)

Leave Request Details ° ﬁ Reject All

w e fowe e
0 (V] IZ| Maternity Leave

Q |x Casual Leave Ms. Test SO1 Section Officer Test Department 08/08/2024 08/08/2024 19/06/2024

Reason For Leave Reject ° x
Select Reason™

l Reject M l

Reason Notes* Leave Rejected Successfully

Leave Rejected

—) =0
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e Notification of Leave Rejection to requester/applicant: (018[151 slad

JUER M2 of Ul §lBalel)

& Your "Casual Leave” leave application for From date 05-07-23 [ |
to To date 05-07-23 1s Rejected

11.2.3 Return the Leave
e For return the click on the leave reject/return button as per shown in below
image.
(URd sall HI2 o{lAo{l SAAHL slcdlcaul YHIA RBse oleet U (5AS

s URGIE ¥Uol UAA (AoSl Hi “Select Reason” Hi Return RAS2
530.)

e Select the Reason as “Return” and enter the “Reason Notes” and click to
submit for return the leave.
("ol 33 sl udE A U "sRAL oAl EMHA $A W

URd sRall dei@e sal 1 (5As $3.)

e After the returning the leave, notification will be sent to Requester/applicant.
(o1 Ul sl Ug, (Aoicdlsdl/AUR 1R YUl MW sAAUM 1Al

Leave And Attendance Approvals Home / Manager Modules / Leave And Attendance Approvals ]

Type Of Leave
f 1

& satHI @ = s E a
Q SUSHAMS \:)' # Home i Employee Modules & Manager Modules  ® Quick Links Tarang Rameshchandra Andharia

Click here to return
the leave
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Leave Returned Successfully

¢ Notification of Leave Return to requester/applicant: (ul&ﬂ HsAA 13l Oj
URAER U o oldlSl3aat)

& VYour "Casual Leave” leave application for From date 06-07-23 (% |
to To date 06-07-23 is Returned

11.3 Charge Transfer of Applicant

e Approver can charge transfer of applicant. After the charge transfer, applicant’s
subordinates’ leave requests will be transferred to assigned employee (whom
charge transferred).

(MR 501R WRWER@L U 2lordsall 531 A3 BD. UK 2logR sl ug],
WA ERell URAUSA A 2081 [Qoic{l2A WA sHAURL (BHA UK 2lo§R
SLH LA B) ol Lo R ULL.)

e For Charge Transfer (A% 2loA$R)

v" Click on the Charge Transfer field and popup window will appear.
(U 2l $les UR (5As 5 el WuAU (Aesl Euudl.)

v" For select employee, enter employe name in search.
(urie sct sl U, udl s3ARleg sl elnet $.)

v" Click on Save & Exit Button

v (Save & Exit 6l2ol UR (5As $3)

v" “Record Saved Successfully” message box has appeared.
("Record Save Successfully " NA%s ol L)

v Click the approve button of the leave from action field.

v (A5t SlesHiEl 2ot HR wlzatal (5As 52U.)

e Applicant can see the Assigned employee name in his/her Employee
Module>Leave Information> My Leave Request Details Tab

40|Page
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(RRXELR adl/al%ﬂdl sadl Employee Modules >Leave Information> My
Leave Request Details 201HI UL 2lot$2 AN sHUR o] olidt AE A3 B.)

e Refer below images for the Charge Transfer

(U 2lo s HI2 o{lAc(l 8N o deel AQ)

( ‘Co\umn\hs\b\ht) ‘ I8 Copy ‘ B csv ‘ B Excel || B PDF ‘ Bpmm )

Remove
Type of Employee Start End h Ar Charg
Select oPe Pl Apply 5= Request Type Attachment 9e Charge
Leave Name Date Date Date Days Transfer b
ransfer

Casual Bhavinkumar | 06/11/2023 | 10/11/2023 | 16/06/2023 Request for New [e] [e] ‘ Py ‘E]
Leave Bambhaniya Leave Approval

0 Gasual SutiDave | 05/07/2023  05/07/2023 | 19/06/2023 1 Request for New [e] [@] ‘ ° ‘E]
Leave I 1 —

Record Saved Successfully.
o Casual Stuti Dave 06/07/2023 | 06/07/2023 | 19/0X click here to charge Transfer

Leave

o Casual Stuti Dave 10/07/2023 | 10/07/2023 | 19/06/2023 1 Request for New ‘E‘ ‘E‘ ‘?‘ E]
Leave Leave Approval S

o Casual Stuti Dave 12/07/2023 | 12/07/2003 | 19/06/2023 1 Request for New ‘E‘ ‘E‘ ‘E‘ ‘?‘ E] “
Leave Leave Approval J

o Eamed Stuti Dave 09/10/2023  13/10/2023  21/06/2023 s Request for New Charge ‘T‘ E]
Leave Leave Approval Transfer —

show 10 v]entries Showing 1 to 9 of 9 entries Previous - Next
Charge Transfer *
Leave Requestor Details Charge Transfer Details
Lease Reguesion S e +
¥ - - riay Shah - Techn e CeED ac
Office Masre
Acirranidstr U %
Jetignation: Sec

Cadres Sec
Deg % Rt

Service And Class Cla

Techracal Officer

Ernployes Siatus: Active

ypes P Permasnent Soence & Technology Departrmsnt

Deegtric wat
Chats 1
Length OF & (=
Agtive
¥ Permanent
Q

o Jo

Remove
Type of Employee Start End k Leave Approved
Select b I Aoply Aoply Request Type Attachment Charge Transfer Charge i |ka Action
Leave Name Date Date Date Days History History
T Transfer
(o] |2:>o\

w

Earned Stuti Dave 09/10/2023  13/10/2023 = 21/06/2023 Request for New | @ ‘ ICharge Transfer To @
Leave Leave Approval T Bhavinkumar

S~ow‘ 10 V|Entrie: Showing 1to 1 of 1 entries (filtered from 8 total entries) cIiCk here to Approve Next
After Chare Transfer
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11.4 Leave Request Details-Approver side
e Approver/Processor can view the details of the applicant/requestor by clicking of
particular field. To access the same go Manager Modules> Leave and Attendance
Approvals

(HoRsAl/DNAAR AlssA $les UR (5As 53l wRwER/([Aoidlsdlsll (Qatdl
A AS V.).

» Type of Leave: User can view the leave details of the leave by clicking of the
on the leave type.

(AR Lol UsIR UR (A5 53lal 2st0{l (Aot A\ES 23 B.)

HRFN NO: 20100041
2 (Office: Test Department
ype Of Leave: Comm Leave Family Mem 11I Start Date: o1/05/2024

End Date: 05/05/2024 No.Of Days: 5

suffix: 0s/05/2024

HQ L=ave End Date: 05/05/2024

> Employee Name: User can view tooltip of the employee details like Name,
Position and HRPN no of the employee by take the mouse cursor on the field.

(YHR gles UR MIBYU 5AR APl sURlell (Qotdl Bl ¥ o, RA
U HRPN oiolRell 2cAlRU ¥1¢ 23 B.)

42|Page
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g Sﬂal‘li'" @ A Home i& Employee Modules & Manager Modules @ Quick Links test us (20100042 ) ﬁ B

e o WsR

Leave And Attendance Approvals Home / Manager Modules / Leave And Attendance Approvals l

Type Of Leave

[ Select Leave Type v

Leave Request Details @ Approve All | € Reject All
- -\.
(87 [Brm) ]

Type of Leave Employee Name Start Date End Date Prefix Date Suffix Date Apply Date l

o .E] Comm Leave Family Mem Il Ms. Test SO1 Section Officer  TestDepartment  01/05/2024  05/05/2024 05/05/2024 13/06/2024

| Ms. Test SO1, Position: Section Officer HRPN: 20100041 |

(‘& Column Visibility H B Copy

| B Ccsv H Bi Excel

0 E] Maternity Leave Ms. Test SO1 Section Officer  Test Department | 01/01/2025  29/06/2025 - - 13/06/2024

Put cursor on the Employee Name field to view
details of the employee

> Position Name: User can view position name of the particular employee.

(3R ® A sHAURL ol 8lal of ol A A3 V)

] I l Comm Leave Family Mem IIl Ms, Test SO1 Section Officer Test Department | 01/05/2024 05/05/2024 05/05/2024 13/06/2024

0 ] |x| Maternity Leave Ms. Test SO1 Section Officer Test Department 01/01/2025 29/06/2025 13/06/2024

» Office Name: User can view the Office Name/Department Name of the
particular Employee.

(PR ¥ A sHAR ol BUEU ¥ [Qewdl of ol A A3 B)

O le Comm Leave Famwly Mem Il Ms. Test SO1 Section Ofmcer Test Department 01/05/2024 05/05/2024 05/05/2024 13/06/2024
0 (/] IXI Ma1ernity Leave Ms. Test SO1 Section Officer Test Department 01/01,2025 26/06/2025 13/06/2024
> Start Date, End Date, Prefix Date and Suffix Date: Approver can view Leave
Start Date, End Date, Prefix Date (if any) and Suffix Date (if any).
43|Page
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(HoRscl R YsallR ol 2 A3 WA Yul dclall Ead dat 2 «ll
WLO-UWBN oll (R (3 & ) RS A B.)

-- Fmplofs fame m APplBite

V] \X‘ Comm Leave Family Mem |l Ms, Test SO1 ection Officer Test Department | 01/05/2024 05/05/2024

V] \X ‘ Maternity Leave Ms. Test SO1 Section Officer Test Department 01/01/2025 29/06/2025 13/06/2024

> Apply Date, Apply Days: Approver can view Leave Apply Date, No of Applied
Days.

(HogRsdl 21 YsatlR ofl %1 Hgall oll AW U et 9L oll Rl A
Ad B.)

I Apply Date Apply Days Request Type Charge Transfer Remove Charge Transfer

13/06/2024 Request for New Leave Approval Charge Transfer ‘ e
13/06/2024 180 Request for New Leave Approval Charge Transfer ‘ ;x | [E
19/06/2024 1 | Social Function. Please Sanction Request for New Leave Approval Charge Transfer ‘ ;x | [E

> Leave Reason: Approver can view the Leave Reason and Leave Remarks
(Notes) in Leave Reason field

(MRSl 2% Ysollk 53URL oll %1 Ysallo] $1RQL AU AHE H3cll
Ausassled el ok 8.)

Request Type m Charge Transfer Remove Charge Transfer Approved History I

Request for New Leave Approval Charge Transfer ‘ »,
Request for New Leave Approval Charge Transfer ‘ ;x .
Social Function. Please Sanction Request for New Leave Approval Charge Transfer ‘ ;x .

44|Page
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> Request Type : Approver can view the Leave Reason and Leave Remarks

(Notes) in Leave Reason field

Request for New Leave Approval

Request for New Leave Approval

: Sanction Request for New Leave Approval

- Request Type M Charge Transfer Remove Charge Transfer Approved History Approved Comment

Charge Transfer ‘ :.*
Charge Transfer ‘ 2=
Charge Transfer ‘ 2

> Attachment: User can view the attachment if applicant has enclosed. Click

Attachment field icon to view the attachment

8 WRHER (SRl sy 8o Al YR e A3 BD. (Asigl Aall 12

WANe $les MSSlet UR (5As 53)

Attachments

» Charge Transfer: User can view the charge assigned employee details if
previous processor/approver has assigned the charge of applicant. User need
to click the same to view the details.

45|Page
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(%8 AUOUGell NAMR /HYRS AT MRAERA A Al slal dl Yo A AAA 53Ul
(QotAl e 23 B. (ALl slall HIZ Y A doll UR (5As sclloll 283L.)

> Remove Charge Transfer: User can remove the charge transfer of applicant

Charge Transfer

Leave Requestor Details Charge Transfer Details

Leave Requester: Stuti Dave Bhavinkumar

Employee Number:

l Office Name

Office Name:

Administrative Unit: Sci &Technology Department
Iministrative Unit: Science & Technology Department S ey e

Designation: Secretariat - Deputy Section Officer

Cadre: Secretariat - Deputy Section Officer Secretariat - Deputy Section Officer

Department: Science & Technalogy Department
Secretariat - Deputy Section Officer

Service And Class: Class 3

Employee Status: Active Science & Technology Department

Employee Type: P Permanent

Class 3
District: Gujarat

Length Of Service: 0 Active

l P Permanent

Gujarat

[ 0

by clicking the field icon in case charge assigned by previous approver.
(28 AOUGel 1Rl gl A AUUHL el lal Al HURUERAL U

2loU$RA 1S oll WSSl A (5As 53 €2 831 A3 B.)

SATHI s s . ) ﬁ
g SATHI -(‘ ) @ Home 3% Employee Modules & Manager Modules @ Quick Links Tarang Rameshchandra Andharia B
Leave And A‘ttendance Approva|s Home / Manager Modules / Leave And Attendance Approvals ]

Leave And Attendance Approvals Leave Approve History

Type Of Leave

Select Leave Type v

Leave Request Details @ Approve All | © Reject All

I PDF | =] Prmt l Search: earl

{ WCo\unm Visibility ‘ 1§ Copy | B Csv | B Excel

Remove
Type of Employee Start Appls Leave Approved
b= = Apply ppy Request Type Attachment Charge Transfer Charge g Action
Leave Name Date Date Date vt History History

ransfer

Eamed Stuti Dave 09/10/2023 13/10/2023 21/06/2023 Request for New Charge Transfer To - l

Leave Leave Approval Bhavinkumar

RemnveChargeTransfer
S'owEr\tneg Showing 1to 1 of 1 entries (filtered from 8 total entries) i i Previous Next

» Leave History: Click on Leave History field icon to view the leave history of the
applicant.

46|Page
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RRUER UOUG Y3t stoll (Aol Ml HI2 Leave History $l¢5
WSSl UR (5As 53.)

Leave histary

Serose e oate m

Click on the icon to see the Leave History

> Approved History: Click on Approved History field icon to view the previous
approver’s approval details.

(UG HogRscloll HyRloll (Qotdl Mal HIR HyR sldeld sles
WSl UR (5As $.)

CV Column Visibility H 1§ Copy ‘ B csv H Bi Excel || B PDF H BPrmt> Sgar(h

Approver Name Create Date Application Status
Approv

Shri. Tarang Andharia

Show entries Showing 1to 1 of 1 entries Previous Nesxt

Click on the icon to see the Approver History
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11.5 Leave Approve History
e In this Tab, user can perform (L 20HL YA oA HYU ol cles 1{2513-1 53|

ER))
v’ View the approved leave details. (MR 91 ofl ([Aoldl <l

v" Cancel the Leave of employees in any circumstances will be notified by
Government.

(ARBR SRIYRAA SSUR(ARAc]) ielolul sHURA{ 9 R€)
v" Charge transfer and remove the charge for particular leave (A glod $
e AS E)

11.5.1 View the approved leave details
e User need to go Manger Modules and click on the “Leave and Attendance
Approvals” submenu and Click on Leave Approve History Tab (Manger
Modules> Leave and Attendance Approvals> Leave Approve History)

(YRR | “Manager Modules” Hl %tfal “Leave And Attendance Approvals”
2{0{5101 UR (5 scllo(l 23 A Leave Approve History 20l UR (5As 53
(“Manager Modules “Leave And Attendance Approvals > Leave Approve

History))

e User can view fields namely Type of Leave Employee Name, Start Date, End
Date, Apply Date, Charge Transfer, Remove Charge Transfer, Action. Refer
below image.

(YR Type of Leave , Employee Name , Start Date , End Date, Apply Date
, Charge Transfer , Remove Charge Transfer, Action il ﬂGS%{
RE AF B. oAl 8N o el AL)

I.eave And Attendance Approvals Home / Manager Modules / Leave And Attendance Approvals ]

R Column Visibility || 8 Copy || B Csv || B Exce F || & Print
mw

x

x

11.5.2 Cancel the leave (Cancel by Higher Authority):
e C(Click on the Cancel Action as per the below image 1.

48|Page
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(ol Aoll A 1 Yool JoAct As2UAat UR (5AS 5.)

e Dialog box has appeared After clicking the cancel button
(B seat UR (5As sl ugdl stauclol ollsu gwldl.)

e Enter “Cancel Higher Authority Reason” and click on Save & Submit Button

("Cancel Higher Authority Reason " €lWA $3 ¥al Save & Button

2ol UR (5As $2)

e “Leave Cancel Successfully” message will appear and notification will be
sent to the applicant.

("Leave Cancel Successfully" A2 2WIA A Aol WRwERA Yol
HISAAUHL wLadl.)

Leave And Attendance Approvals Home / Manager Modules / Leave And Attendance Approvals

“‘1 Column Visibility H B Copy H B Csv H B Exce F || 8 Prir —‘

smpleyes Rame S m APPly Bste Sharme fransier semens harge fansier

amed Leave Click on the Cancel icon
to cancel the leave —

Eamed Leave Test SO1 11,/06/2024 15/06/2024 13/06/2024 Charge Transfer ., | x
- —
Earned Leave Test SO1 06/05/2024 09/05/2024 07/03/2024 Charge Transfer To test us | . | x
- —

*‘ 10 ‘|-f""-.>'- Showing 1 to 3 of 3 entries

Leave Details

Type Of Leave® Selected Leave Balance

Prefix Begin Date

Suffix End Date

E

E

HQ Leave Start Date

HQ Leave End Date

-

l l 13-07-2023

Cancle Higher Authority Reason™

Casual Leave S l l 1 l Leave Cancel Successfully
Start Date® End Date*
l 13-07-2023 l l 13-07-2023

tets

& Your "Casual Leave” leave application for From date 13-07-23 [ |
to To date 13-07-23 is Cancel By Higher Authonties

49|Page
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12.Apply Paternity and Maternity Leave Request

User must be enter the Expected Delivery Date or Actual Delivery Date/Birth Date to apply Paternity
and Maternity Leave.

(Qcet 21 WA Uldcel %1 Acll M2 YR Expected Delivery Date AU&cll Actual Delivery
Date/Birth Date oltic(l %33 8.)

1. To enter the Expected Delivery Date or Actual Delivery Date/Birth Date user need to go
“Important Links” Tab besides the New Leave Request Tab and click on “To apply

Paternity/Maternity leave click on this link”.
(Expected Delivery Date 4 &cll Actual Delivery Date/Birth Date AUl He qa&é “New

Leave Request’ 20 ofl olloyHl WAA “Important Links” UR (5As $:4.)

2. The new window will open after the click on the link for entering the aforesaid dates. Now
user can enter the Expected Delivery Date or Actual Delivery Date/Birth Date on their
respective field. User cannot enter the both dates simultaneously.

(“Important Links’ UR (5As sl olle As oicll [Aodl YA, A AR Expected Delivery
Date &cll Actual Delivery Date/Birth Date Ul 2151 6l 3R As AUA URA AR
wl el asl.)

3. After the entering the date user need to click on Submit button. ”Data Submitted Successfully”
message box appeared and user can see the entered details below of the screen in table
format.

(GURLSA Yool dlRlu sltuul Uedl Submit (ot UR (5As 5. RURGIE “Data Submitted
Successfully” oll AA% Hlcdlcld W Wlol Hl ARNAL [QotA 2t HleRe Hi ccladl.)

4. Now user can apply the Paternity or Maternity leave.
(89, YR Mjecl 1 WUl Uldcel %1 MR 4Ry 531 A B.)

Leave |nformati°n Home / Employee Module / Leave Information
MNew Leave Request My Leave Request Details Important Links
» T NOC £
> To
> T
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Expected date of delivery” Birth date / Actual date of delivery”

06-07-2024 ] [ Actual date of delivery

]
& Reset | © Submit
—
B PDF H (=3 an\ Search
Bpscisddae st ety Sirih date / Actus! dse st aeteny

01/07/2024 01/06/2024 AﬂILE

(“Q Column Visibility H IS Copy H B csv H B Excel

Show| 10 w | entries Showing 1 to 1 of 1 entries Previous - Next

Data submitted successfully.

12.1 Paternity Leave

e After the set the Expected date of Delivery or Birth Date/Actual date of
delivery, user can apply paternity leave.

(Expected date of Delivery or Birth Date/Actual date of delivery Ae sAl
ugdl dR Qdect 9 YL As ol

e User can click on the check box displayed above the End date to set exact 15
days of the paternity leave. This feature is useful in when the 15" day of the
leave pertain in Public Holiday.

(2R End Date GUR AAc As ollat UR (As 3| U ot Ae 53l
s, wl GUAOLAL Wi 83| A au 1 Ba 9 ol (B aa 1R
GuL s31 asl 9. )

e Please refer below Screen shot.

(ollA yorod oll ¥R ol Aeel Al
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Leave Information Home / Employee Module / Leave Information ]
e

New Leave Reguest My Leave Request Details Important Links
Type Of Leave * @ Start Date* End Date* Click here to Apply 15 days
[ Paternity Leave v l I 24-06-2024 I [ 08-07-2024 I
Select Half Selected Leave Balance Total No of Leave Applied For
Full Day v I I 0 l [ 15 l
Prefix Begin Date Suffix End Date HQ Leave Start Date
[ 22-06-2024 I Suffix Date I [ 24-06-2024 I
HQ Leave End Date Leave Reason™ Note(Min 10 Character) 185
[ 08-07-2024 l Health Reason - ] Please sanction ‘
0.2 MB
Certip..
X Remove

Processors (Leave Approver Flow)

1)test ds ; Deputy Secretary;Test Department

# Reset VI

“ Type Of Leave Start Date End Date Charge holder Name Charge holder Designation Quota Used I

Paternity Leave 24/06/2024 08/07/2024 test ds Entry 09/07/2024 |
2 HPL 07/07,/2024 12/07/2024 test ds Cancel - - 6 15/07/2024
3 Earned Leave 01/07,/2024 06/07/2024 test ds Cancel - - 6 08/07/2024
5 Earned Leave 14/06/2024 14/06/2024 testds Entry - - 1 15/06/2024
6 Earned Leave 01/06,/2024 04/06/2024 test ds Cancel By User Test DySO Test deputy section officer 4 05/06/2024
1 Commuted Own illness 08/08/2024 16/08/2024 test ds Entry - - 9 17/08/2024

12.2 Maternity Leave

e After the set the Expected date of Delivery or Birth Date/Actual date of
delivery, user can apply maternity leave.

(Expected date of Delivery or Birth Date/Actual date of delivery A2 sAl
Ul A MUt %1 Y5l 28l Ol

e User can click on the check box displayed above the End date to set exact 180
days of the maternity leave. This feature is useful in when the 180" day of
the leave pertain in Public Holiday.

(3R End Date GUR wAc As ollat UR (5As 531 1¢o (B A2 53l
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e Please refer below Screen shot. (o{l2 HEW all gy oll Aeel Al)
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Home

Leave Infori

Leave Request Leave History Leave Calendar

New Leave Request My Leave Request Details Important Links

loyee Module / Leave Information

Type Of Leave * @ Start Date* End Date* here to Apply 180 days

[ Maternity Leave - ‘ l 01-10-2024 l [ 29-03-2025 l
Select Half Selected Leave Balance Total No of Leave Applied For

Full Day - ‘ I 0 I [ 180 I
Prefix Begin Date Suffix End Date HQ Leave Start Date

[ Prefix Date ] I 30-03-2025 I [ 01-10-2024 I
HQ Leave End Date Leave Reason® Note(Min 10 Character) 173

[ 29-03-2025 ] Health Reason l

maternity leave pls approve ‘
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Processors (Leave Approver Flow)

1)test ds ; Deputy Secretary;Test Department

eave O atio Home / Employee Module / Leave Information
Mew Leave Request My Leave Request Details Important Links
Type Of Leave Show From Show To

[ Select Leave Type - I [ Date From ] [ Date To I
B o [@em)

“ Start Date End Date Charge holder Name Charge holder Designation Quota Used Resume Duty
2 180 1/03/20
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