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1. Login Page 

 
 Enter your User ID and Password then click on “Login” button 
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2. Application Path 

 

 Home Page -> Applications -> Leave 

 Click on “Leave” link to get application form 
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3. Apply for Leave 

 

 It captures the details like Nature of Leave, From Date, To Date, Contact No, Leave 

Reason, Address, etc.  
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 User will fill required details in Leave Application Form 
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 To submit the  leave request click on “Submit” button 

 

    File gets generated and sends to superior 

 

 

 

 Click on “Worklist” to see the list of Correspondence. 
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 Click on Correspondence number to open the details 
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 Click on “Basic Info” tab to see the details 

 

 Supervisor will add his remarks 
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 Recommended In charge 

 

 Click on “Save” button, to save the details 
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 To approve the file, approval authority will click on “Approve” button 
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 Intimation sent to Initiator 
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4. MIS 

 

User can generate following leave reports: 

 

 Department Wise Leave Summary Report 
 Employee Wise Leave Summary Report 

 Leave Request Tracking 
 Subordinate Leave Summary 
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