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User Manual Leave Application

1. Login Page
FOR MORE VISIT www.employeesforum.in

v Enter your User ID and Password then click on “Login” button

Government Of Punjab

@ Please Login...
User ID 2, |
"T" Password ‘/)I
TATA Terms of Use [V 1 Agree Logn |

TATA CONSULTANCY SERVICES

Copyright € 2010 Tata Consultancy Services Limited,

Best viewad in Microsoft Internet Explorer 6.0+ in 1024x7 68 resolution.
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User Manual Leave Application

2. Application Path

v" Home Page -> Applications -> Leave

- Language e Password "% Support Request (%) Help Contact Details % Chat Logout

Welcome Charaniit Kaur, Senior Assistant, Finance
Last Login Dats 6-Jul-2011 11:50 Password never expires

Contact Details

Branch Contact Person Cell No.

Establishment-1
GAD Establishment-2
Establishment-4 Vinit NegiRijwan Ahmed 8054801995 9646767449
CS Office Cs Office Harsh Chona 7696793732
Personnel IAS Branch Raj Kumar 7037027180
Fin Personnel-1 Prince ChhabraAmit 9466636696
Fin Personnel-2 PNavraj 9569796887
VEMS Gautam Khanna 9779333022

Prabhjeet Singh 0780181213

Finance

g W School Education All Branches(g) Harmeet Singh 0357258308
Power Energy Jatin Verma 9034278129
Irrigation All Branches(5) Devender Singh 9592116756
Water Supply and Sanitation BRII Ankush Manocha 7837778081
Cooperation Cooperation - 1 Gaurav 2041682114 Jul 2011

Applicatiol

wed Thu
29 30
6 7
13 14

VPMS Shubhan Ali

010 TATA Consultancy Sei
itz best viewad in x7 68 res

v Click on “Leave” link to get application form

FOR MORE VISIT www.employeesforum.in
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User Manual Leave Application

A Home  ¥¥ Settings £ Language @ Search  J® Change Pa

Government of Punjab Welcome Charanjit Kaur, Senior Assistant, Finance|

Last Login Data : 16-Jul-2011 11:50 Password never expires

word ™ Support Request {3} Help Contact Details % Chat .7 Logout

@ Worklist | g Files Room | @ Dashboard | 7} Knowledge Bank | 73 Management Info. System | K3l Applications

Applications [«
- —
£ GOI Important Issues
& Grievance
£ HRMS Applications

,' My Reporting Structur

£ Processing Of PAC Qu
‘4 Reimbursement
,. Contingency Pay

4y Leave Encashment
& Claims Management
3 Asset Management
E 3 Audit Para

Wy VPMS E
,' Committee Monitoring
» Framing Act/ Regulati(
‘4 Loan and Advance
iy Recruitment

E\E @ ® H &

e
& Leave
(FProcorement

4y Tour & Travel

WA

s Appointment/Meeting
“#y Discussion Forum

4y Notice Board

i Court Case -

HEHEE E E

~ F

© 2010 TATA Consultancy Services Limited §|§p TATA

FOR MORE VISIT www.employeesforum.in

3. Apply for Leave

v’ It captures the details like Nature of Leave, From Date, To Date, Contact No, Leave
Reason, Address, etc.

TATA CONSULTANCY SERVICES 5
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Leave Application

@ Dashboard

4 Settings <% Language

7} Knowledge Bank

”‘ Management Info. System

& Applications

* Support Request {3} Help

Last Login Date :

Contact Details

Welcome Charanjit Kaur,

5-Jul-2011

nior Assistant, Finance

0 Password never expires

Applications I3

4y Leave Encashment &
& Claims Management
’ Asset Management

,’ Report

4y Procurement

4y Tour & Travel
e

& Appointment/Meeting
@y Discussion Forum

‘4 Notice Board

& Court Case

y RTI

Apply For Leave

Employee Details
Employee No

12000040

Employee Name

Charanjit Kaur

4y Audit Para Job Title Senior Assistant Service Area Finance
. VPMS
‘4 Committee Monitoring Balance Available
Y Framing Act/ Regulatic cL RH EL HPL
4y Loan and Advance 15 5 30 20
‘#y Recruitment
B LTC Leave Entry Form
=2 LESY s B
™ i O Yes @
e ApplyForLeave N | | Combinational Leave Yes & No
&y [eavEMBdification
Nature of Leave ~
~ iy Leave Cancellation
£ Joining Report From Date = 16-Jul-2011 To Date = 16-Jul-2011
- ,’ My Leave Report =
> Leave Balance Contact No. * Leave Reason ™ j

dd Details
Address Type

Address Line 1 *

Address Line 3

Country =

District

Tehsil

@ Dashboard | "} Knowledge Bank

2 Languag

73 Management Info. System

Address Line 2

State

Village

upport Re

-Select-

|

tact D

Welcome Charanjit Kaur, Senior Assistant, Fina
Last Login Date : 15-Jul-2011 1.

) Password never expires

Applications [«
4y Leave Encashment =
£ Claims Management
& Asset Management

4y Leave Cancellation

&

“§y Procurement

Ay Tour & Travel
L

" Appointment/Meeting
@y Discussion Forum

HEE

Apply For Leave

Employee Details

Employee No

12000040

Employee Name

Charanjit Kaur

Ay Audit Para Job Title Senior Assistant Service Area Finance
Wy VPMS
‘4 Committee Monitoring Balance Available
4y Framing Act/ Regulatic cL RH EL HPL
4y Loan .and Advance 15 2 30 40
fy Recruitment
® LTC Leave Entry Form
B iy Leave
4, ApplyForLeave Combinational Leave " Yes & No
Leave Modification
& E Nature of Leave * Leave Sub Catagory Selet- [T

Address Type
Address Line 1 =

Address Line 3

-Select-

andhinagar

©
g £
£
)
15
2
=
IR “ 4]

Address Line 2

& Joining Report From Date = 1 | To Date = 14-Jul-2011
4y My Leave Report Testing for Leave Application =
4y Leave Balance Contact No. = 42930000] Leave Reason * ‘ 5 e j
& Repart ddress Details I

ujarat

I
4 4

‘4 Notice Board Country * INDIA State -Select-
4 Court Case District -Select-
RTI
hd Tehsil -Select- village -Select- LI

© 2010 TATA Consultancy Services Limited ﬁ TA

FOR MORE VISIT www.employeesforum.in

TATA CONSULTANCY SERVICES 6



User Manual Leave Application

v' To submit the leave request click on “Submit” button

A Home Contact Details T Chat

£ Settings

Language Search ¥ Change Password Support Request (%} Help

Welcome Charanjit Kaur, Senior

_ Logout

istant, Financ
Last Login Date : 15-Jul-2011 12:20 Password never ex

(§3) Government of Punjab

2 Worklist @ Dashboard | "} Knowledge Bank | 73 Management Info. System | [l Applications

% Files Room

|| [Lompinatonar Leave L Yes ' No

Casual Leave n

From Date = 14-Jul-2011

Applications «
iy Leave Encashment |
Y Claims Management
& Asset Management

Nature of Leave = Leave Sub Category

To Date =

14-ul-2011

Ay Audit Para
o VPMS Contact No. * 942930000 Leave Reason = Testing for Leave Application j
o Committee Monitoring
“Add i
Details

=

& Framing Act/ Regulatic
4y Loan and Advance
Ay Recruitment

Address Type -Select-

= H

Address Line 1 = andhinagar Address Line 2

b g

LTC
= : Leave Address Line 2
& ApplyForLeave i Country = INDIA v State
District -Select-

‘i Leave Modification
iy Leave Cancellation

BB
4 4

I
4|4

Y Joining Report Tehsil -Select- village
% My Leave Report Pin Code = 82007
‘i Leave Balance
£ Report
Ay Procurement pioad i
4y Tour & Travel & attach File(s) [Max: 5 MB] —
W LAQ ,1 \‘
3 Appointment/Meeating Submit
Wy Discussion Forum \ }
4 Notice Board Immediate Previous Leave Details ~
@y Court Case ‘Leava Type From |Tu No. Of Days |
Ay RTI = Casual Leave 15-JUL-2011 15-JUL-2011 1 ‘ [

© 2010 TATA Consultancy Services Limited “ TATA

a2 P

@

Ut

& Worklist | m Files Room @ Dashboard y Knowledge Bank “: Management Info. System Applications
Applications &« LOmMDIN30onal Leave L Yes \* No [=
y Leave Encashment j
- ’ Claims Management Nature of Leave = Casual Leave . Leave Sub Category -Select- A
# gy Asset Management From Date ~ 14-1ul-2011 |5 To Date ~ 14-Jul-2011 |
# .y Audit Para -
y VPMS Contact No. = 942930000 Leava Reason = [ (o e A :‘
& Committee Monitoring ad "
i . 5 Address Details
3 Framing Act/ Regulatic e
» — = — .
¥ gy Loan and Advance UL T — = bt
gy Recruitment Address Line 1 * ~
& LTC .
. Address Line 3
= y Leave
, ApplyForLeave Country = -Select- e
Leave Madification
v . District
y Leave Cancellation
y Joining Report Tehsil (e Gl il g -Select- =
) My Leave Report Pin Code =
p Leave Balance
+ > Report losd
# .y Procurement pload Dog
¥ .y Tour & Travel Attach File(s) [Max: 5 MB]
F gy LAQ
# fy Appointment/Meeting Submit
.y Discussion Forum
= Notice Board Immediate Previous Leave Details
y
# 4y Court Case Leave Type From To No. Of Days
] p RTI =i Casual Leave 15-JUL-2011 15-JUL-2011 1 |
4 hd

v" Click on “Worklist” to see the list of Correspondence.

TATA CONSULTANCY SERVICES 7
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User Manual Leave Application

FOR MORE VISIT www.employeesiorum.in

@ Search B Change P ™ Support Request (1) Help

Welcome Jagmohan Kaur, Supenntendent, Finance
Last Login Date | 13-06-2011 1226 Password never axpires

Application:

” TATA © 2010 TATA Cansultancy Sarvices Limized
Bite buat viewed in 102457 68 ressietion 3¢ more

v’ Click on Correspondence number to open the details

A Home  #% Scttings =% language @ Scarch  J® Cha Support Request {8 Help -~ Contact Details

) Government of Punjab Welcome Jagmohan Kaur,

Last Login Date : 15-Jul-2011 L

@ Worklist | g Files Room @ Dashboard | '} Knowledge Bank | 72 Management Info. System i Applications

Worklist I3 B
Filter : I:l Initiate Dak ~ Create File  New Communique =
4y Inbox Worklist > Inbox
o Outbox ‘Legends W Lying with Group W Physical File m Parallel Intimation @ Previously Seen @ New i Other
iy All Documents Eearch records where View:
iy Delegated Worklist |At least one field ~ ‘ ‘CQntams hod ‘ | ‘ » Detail View ~
4y Personalised Folders L
4y Waorklist Group Admin Total Records : 30
‘% My Subscription - 3k [1-10/30]
#y Email Dak | Description Document Type | From |I!eceive:l Date Document No. Department | Subject | St:tn
ch it ———
[T |Casual Leave application of Ch... File arani 16-Jul-201¢" | 15309/FE 5/2011 Finance Leave Application | Open
Kaur — —
1l Charanjit .
[T | Casual Leave application of Ch,.. File p— 16-Jul-2011 15398/FF 5/2011 Finance Leave Application  Open
I |Committee File Eha’am‘t 15-Jul-2011 15372/FE 5/2011 Finance Create Committee | Open
aur
T | Committes Approved File Jagmohan |y 55011 15297/FE 5/2011 Finance Create Committee | Open
Kaur
[T |You are invited as a Chairpers... | [ntimation Charanijit 14-Jul-2011 Meeting/Reg/1197 Finance Mesting Nef" .
o Kaur Intimatic
Jaspal New
[T |15279/FE 5/2011: File is appro... Intimation B 13-Jul-2011 15279/FE 5/2011 Finance Travel Request . .
Singh Intimatic
Jagmohan
[ | Committee Approved File ¢ 12-Jul-2011 15253/FE 5/2011 Finance Create Committee | Open
aur
L . = 5 Charanjit = = . New
T |You are invited for a Meeting... Intimation 12-Jul-2011 Meeting/Reqg/1187 Finance Meeting
- Kaur Intimatic
™ You are invited for a Meeting... | Intimation Charaniit | o7 52011 Meeting/Req/1147 Finance Meeting New =l
4 » = Kanr Tntimatis

@© 2010 TATA Consultancy Services Limited “ ATA

TATA CONSULTANCY SERVICES 8



User Manual Leave Application

v" Click on “Basic Info” tab to see the details

[Horizontal View] - [ File Numb: 11 ] [ Subject:Leave Application ]
Save  FileActions, Send To, Pendency  View. Closs
-
F £ =
1 Apply For Leavé ==
L
E Employee Details
2 Employee No 12000040 Employee Name Charanjit Kaur
T Job Title Senior Assistant Service Area Finance
A
E Leave Details
s
Nature of Leave Casual Leave No. Of Days
From Date 14-ul-2011 To Date 14-ul-2011 [
Leave Reason Testing for Leave Application Contact No. 942930000
rAdd Details
Address Type
Address Line 1 Gandhinagar Address Line 2
Country = state
pistrct
Tehsil village
Pin Code = 382007
Remarks
Remarks j
o -
I B
NOTES D

v Supervisor will add his remarks

e Details [Horizontal View] - [ File Number: 15399/FE 5/2011 ] [ Subject:Leave Application ]

Save File Actions v  Send To»  Pendency  View Close
F
I Apply For Leave
L
E Employee Details
Ié Employee No 12000040 Employee Name Charanjit Kaur
T Job Title Senior Assistant Service Area Finance
A
IE Leave Details
s
Nature of Leave Casual Leave No. Of Days
From Date 14-Jul-2011 To Date 14-Jul-2011
Leave Reason Testing for Leave Application Contact No. 942930000
rAdd Details
Address Type
Address Line 1+ Gandhinagar Address Line 2
Address Line 3 L ]
Country = INDIA - state
istrict
Tehsil village
Pin Code = 382007
Remarks e ———— — — —
—_— B -
f \ -~ Leave may be granted.
Remarks N
N P ~ —_—
—_— e — -|
4 | of
NOTES (&

TATA CONSULTANCY SERVICES 9



User Manual

Leave Application

v" Recommended In charge

FOR MORE VISIT www.employeesforum.in

ile Details [Horizontal View] - [ File Number:15399/FE 5/2011 ] [ Subject:Leave Application ]

Save File Actions »  Send To

Pendency View vy  Close

» 5
F Leave Details
I
L Nature of Leave Casual Leave No. Of Days
E

From Date 14-Jul-2011 To Date 14-Jul-2011
D
E Leave Reason Testing for Leave Application Contact No. 942930000
; rAddress Details
T || | address Type
L
= Address Line 1 Gandhinagar Address Line 2

Address Line 3 L ]

Country * state

District

Tehsil village

Pin Code = 282007

Remarks
Leave may be granted. =
Remarks
|
ew
e
(‘ Employee Incharge \
Ll . |
-
N —— Save I =
1| [

NOTES &

v" Click on “Save” button, to save the details

Save File Actions v Send To ~

Pendency

View v  Close

Leave Details

»
F
I
L Nature of Leave Casual Leave MNo. Of Days
E

From Date 14-Jul-2011 To Date 14-Jul-2011
D
E Leave Reason Testing for Leave Application Contact No. 942930000
X || [Address Details
I Address Type
L
s Address Line 1= Gandhinagar Address Line 2

Address Line 3 L 1

Country = INDIA - State

District

Tehsil vilage

Remarks
Leave may be granted. —
Remarks
-
view |

Employee Incharge

‘kaur Amarjit (Clerk 1, ,0 ®

TATA CONSULTANCY SERVICES

10
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Leave Application

T ————————————————

Save File Actions Send To Pendency View Close
= Leave Details
I
L Nature of Leave Casual Leave No. Of Days
E
From Date 14-Jul-2011  |B To Date 14-Jul-2011  |B
D
E Leave Reason Testing for Leave Application Contact No. 942930000
; Address Details
I Address Type Office N
L
5 Address Line 1 Gandhinagar Address Line 2 Gujarat
Address Line 2
e ————
Country = INDIA - = ot ~ -Select- -
District -Select-
@ Remarks Saved Successfully
Tehsil -Select- -Select- -
Pin Code = 382007\
Remarks S~ ~
e — e — —
Leave may be granted.
Remarks
View
Employee Incharge
kaur Amarjit (Clerk 1,/ &
4 »
NOTES
Save File Actions Send To Pendency View Close
F Leave Details
1
L Nature of Leave Casual Leave No. Of Days
E
From Date 14-Jul-2011 To Date 14-Jul-2011
D
E Leave Reason Testing for Leave Application Contact No. 942930000
l Address Details
I Address Type Office -
L
s Address Line 1~ Gandhinagar Address Line 2 Gujarat
Address Line 3  ———
=~ -
Country = INDIA ot -Select- N
District -Select-
/ @ Incharge Successfully added \
Tehsil -Select- / -Select- -
Pin Code = 382007
-~
Remarks e ——
Leave may be granted. J
Remarks J
Employee Incharge
kaur Amarijit (Clerk 1,/ #~
|
4 | B
NOTES

TATA CONSULTANCY SERVICES
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Save File Actions | Send To. Pendency  View . Close
F Return
L
L Return To Sender/Group
E N S
Approve )
E: — 12000040 Employee Name Charanjit Kaur
T 1o Senior Assistant Service Area Finance
Al Dispose
|E Le Await
s Nature of Leave Casual Leave No. Of Days
From Date - To Date 14-Jul-2011
Leave Reason Testing for Leave Application Contact No. 942930000
Leave Employee Incharge
Leave Incharge Employee Name Amarjit kaur Leave Incharge Employee ID 12000044
Incharge Start Date 14-Jul-2011 Incharge End Date 14-Jul-2011
Add Details
Address Type
Address Line 1= Gandhinagar Address Line 2
Country INDIA - State
istrict
Tehsi vilage
Pin Code = 382007
L pamarke L
a i
NOTES

User Manual

Leave Application

v" To approve the file, approval authority will click on “Approve” button

TATA CONSULTANCY SERVICES

12



User Manual

Leave Application

Dak Side | Basic Info | Previous Notes | Summary

Save File Actions Send To Pendency View Close

F
1 Apply For Leave
L
E Employee Details
@ Keep in seen folder
D § .
. Employee No 120000  Send to someone from the list shown Charanjit Kaur
T Job Title Senior 4 Finance
-? File Hierarchy
L Leave Details Charanjit Kaur(Senior Assistant 1, FE 5)
s Harpreet kaur(Senior Assistant 3, FE 5)
Nature of Leave Casual Wl mohinder Pal(Senior Assistant 5, FE 5)
From Date 15-3ul-2{|||Shashi Bala(Seniar Assistant 2, FE 5) 15ul-2011 |
Om Bhatia(Deputy Secretary, Finance)
Leave Reason Test Dilip Kumar({Secretary, Finance) 9429300000
Address Details
Address Type Office
Address Line 1~ Gandhi
Address Line 3
OK| Close
Country = INDIA -Select- -
District -Select- N
Tehsil -Select- - Village -Select- -
Pin Code = 382000
Attachments
Certificate.pdf
Remarks
|
NOTES

FOR MORE VISIT www.employeesforum.in

* Keep in seen folder
' Send to someone from the list shown
File Hierarchy

Charanjit Kaur(Senior Assistant 1, FE 5)
Harpreet kaur(Senior Assistant 3, FE 5)

Shashi Bala(Senior Ass .
Om Bhatia(DepaerSecretary, Finance)

\\_/

\ —
~ _ __ Dqcese

TATA CONSULTANCY SERVICES
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User Manual

Leave Application

v

NS

At

A A
=

e

(¢

NS

i Worklist | g Files Room

@ Dashboard

A Home

{ '} Government of Punjab
=

A Home

(‘%j Government of Punjab

'} Knowledge Bank

Intimation sent to Initiator

£ Settings

T3 Management Info. System

2 Language

pport Request

@ TATA

Change Password

& Applications

Support Request

Last Login Date : 16-Jul-2011 11:50 Password never expires

@ Help

%} Help

Contact Details

% Chat

Welcome Charanjit Kaur, Senior

Contact Details

Jul 2011
wed Thu

28 30
6 7
13 14
20 21
27 28

10 TATA Consultancy Servi
Site best viewed in 1024x768

ution or more

= Chat

Welcome Charanjit Kaur, Senior
Last Login Date : 16-Jul-2011 11:50 Password never expires|

 Logout

ant, Fina

Worklist 53

4y Inbox

Qutbox

All Documents

& Delegated Worklist
o Personalised Folders
& Waorklist Group Admin
@& My Subscription

Ay Email Dak

Initiste Dak  CreateFile  New Communique H
Worklist > Inbox
Legends @ Lying with Group W Physical File m Parallel Intimation W Previously Seen @ New @ Other
Eearch records where View:
|At least one field ¥ | |Contams v || | P Detail View ~
L
Total Records : 22
a3 »ow [1-10/22]
‘ Description Document Type ‘ From |Ileceived Date |/ Mmen\tﬂo. ‘ Department | Subject | St:t“
Cd ~
[T 15398/FE 5/2011: File is appro... Intimation Jagmohan 16-Jul-2011 15398/FE 5/2011 Finance Leave Application NE?" .
Kaur Intimatic
J h N
™ 15399/FE 5/2011: File is appro... Intmation agmohan |15 2011 13 11 Finance Leave Application | o1
Kaur Intimatic
[ 15207/FE 5/2011: Fila is appro... Intimation Jagmohan |1y 2011 15207/FE 5/2011 Finance Create Committes | 2%
Kaur Intimati¢
™ Travel Request is approved Intimation Jaspal 433012011 | 15279/FE /2011 Finance TravelRequast | oW
Singh Intimatic
. Jagmohan y New
[T 15253/FE 5/2011: File is appro... Intimation 9 12-Jul-2011 15253/FE 5/2011 Finance Create Committee
Kaur Intimatic
I Committee File Charanit |4y gul2011 | 15194/FE 5/2011 Finance Create Committee | Open
Kaur
I Commitee File charaniit g7u.2011 | 15109/FE /2011 Finance Create Committee | Open
Kaur
[T Travel Request is approved Intimation Hasnal 05-Jul-2011 15033/FE 5/2011 Finance Travel Request NEf" .
Singh Intimatic
[T 15029/FE 5/2011: File is rejec...  Intimation iagmuhan 05-Jul-2011 15029/FE 5/2011 Finance Create Committee ISefn il
anr ntimatic

© 2010 TATA Consultancy Services Limited

TATA CONSULTANCY SERVICES
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User Manual Leave Application

A A @ Home & Settings =% Language @ Search  J® Change Password ™ Support Request (%} Help Contact Details = Chat .7 Logout
(7 3 ‘Welcome Charanjit Kaur, Senior Assistant, Finance
(@ Government of Pun]ab Last Login Date : 16-Jul-2011 11:50 Password never expires
h

[ worklist | . Files Room  Knowledge Bank | i Management Info. System | & Applications |
Intimation =
Worklist /« N =]
[ilter : Intimation Category: Approved \
& Inbox From: Jagmohan Kaur 1
s Outbox ( To: Charanjit Kaur l
%y All Documents Description: 15399/FE 5/2011: File is approved by Jagmohan Kaur View:
4y Delegated WorkNst Content: 15399/FE 5/2011: File is approved by Jagmohan Kaur Detail vView ~
S Personalised Fo\de}b; /
&y Worklist Group Admin N 7~ Total Records : 22
4y My Subscription SN il = [1-10/22]
~— —
%y Email Dak ‘ DeStriptiag, Document Type | From |neceived Date Document No. = ’i’ Department ‘ Subject ‘ Statu
— — —— s
e s — — .
[T | 15398/FE 5/2011: File is appro...  Intimation = 62011 15398/FE 5/2011 Finance Leave Application =
Kaur Intimati¢
[T 15399/FE 5/2011: File is appro... Intimation Jagmohan 16-Jul-2011 15399/FE 5/2011 Finance Leave Application New
Kaur Intimatic
[T | 15297/FE 5/2011: File is appro... Intimation Jagmohan 14-Jul-2011 15297/FE 5/2011 Finance Create Committee bz
Kaur Intimati
[T Travel Request is approved Intimation -zl 13-Jul-2011 15279/FE 5/2011 Finance Travel Request Hew
Singh Intimati(
: Jagmohan s . New
[T 15253/FE 5/2011: File is appro... Intimation - 12-ul-2011 15253/FE 5/2011 Finance Create Committee
Kaur Intimati¢
I Committee File charanit 1354011 | 15104/FE 5/2011 Finance Create Committee  Open
Kaur
[C Commitea File Charaniit |47 312011 15109/FE 5/2011 Finance Create Committee  Open
Kaur
[T Travel Request is approved Intimation -kl 05-Jul-2011 15033/FE 5/2011 Finance Travel Request bz
Singh Intimatic
: Jagmahan Y . Seen
[T 15029/FE 5/2011: File is rejec, Intimation . 05-Jul-2011 15029/FE 5/2011 Finance Create Committee LI
Kanr Trtimatic

FOR MORE VISIT www.employeesforum.in
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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

AN NI NN

e

i Worklist | g Files Room | @ Dashboard | 7} Knowledge Bank | s Management Info. System | &3 Applications

Applications I3 .
& VPMS = Department-Wise Leave Summary Report
& Committee Manitoring Department* From Date
#y Framing Act/ Regulation
4 Loan and Advance To Date 16-Jul-2011 Leave Type Please Select... M
4y Recruitment Status Please Select... =
W LTC
£ gy Leave Note: Parameters marked with a "*’ are mandatory
= Ay ApplyForLeave Select columns to be displayed in the report [ gelect/Deselect All
‘i Leave Modification :
~ iy Leave Cancellation ¥ sr.No ¥ Employee ¥ Department | ™ Designation ¥ Leave Type ¥ applied From | I Applied To ¥ No.of Days W status
“#y Joining Report " Rame ( e — — ~ Date Date
- iy My Leave Report 1 ~ Generate Report J Reset |
4y Leave Balance — — —

E- gy Report
+, Department-Wise Leave
e 3 Employee-Wise Leave S
b 4y Leave Request Tracking

“y Subordinate Leave Sum

& Procurement
Tour & Travel

. 4

W LAQ

‘#y Appointment/Meeting Schedu
Discussion Forum

L 4

“#y Notice Board

4y Court Case

& RTI E

3

EEEEEEEEEEEE

© 2010 TATA Consultancy Services Limited “ TAT,
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User Manual Leave Application

Al A A Home s £ Language ®, Search  ® Change Passwi % Support Reque: %} Help Contact Details = Chat " Logout

A
f\‘ﬁ Government Of Punjab Welcome Charanjit Kaur,

Last Login Date : 16-Jul-2011 3 Password never expire

nier Assistant, Fina

4 Worklist | g Files Room | @ Dashboard | "} Knowledge Bank | 73 Management Info. System | &3 Applications

Applications «
iy VPMS 2 Department-Wise Leave Summary Report
.. Committee Monitoring
Framing Act/ Regulation Department: Finance, From Date: 01-Jan-2011
:L e To Date: 16-Jul-2011
oan an vance
“#y Recruitment Total Records : 124
W LTC - - > o [1-20/124]
Leave
v Employee = 5 Applied From Applied To
Y ApplyForLeave Sr.No Name Department Designation Leave Type Date Date No.of Days Status
“y Leave Modification UNDER
1 Ms. TCS US Finance Earned Leave 03-Jul-2011 03-Jul-2011 1 Cancelled
“y Leave Cancellation SECRETARY
L Joining Report :|2 Jaswant Singh Finance Junior Assistant Earned Leave 03-Jul-2011 03-Jul-2011 1 Cancelled
. 4 My Leave Report L 1|13 Fagir Chand Finance Clerk Earned Leave 03-Jul-2011 03-Jul-2011 1 Cancelled
Leave Balance . . 5
4 : Repart }1 4 Charanjit Kaur  Finance Senior Assistant Earned Leave 03-Jul-2011 03-Jul-2011 1 Cancelled
4, Department-Wise Leave | |5 Ms. TCS US Finance :ECD:;ARY Eamedleave 25un-2011  25-un-2011 |1 Pending
Employee-Wise Leave S i
" 6 Jaswant Singh Finance Junior Assistant Earned Leave 25-Jun-2011 25-Jun-2011 1 Pending
& Leave Request Tracking —
& Subordinate Leave Sum 7 Fagir Chand Finance Clerk Earned Leave 25-Jun-2011 25-Jun-2011 1 Pending
v Procurement 8 Charanjit Kaur Finance Senior Assistant Earned Leave 25-Jun-2011 25-Jun-2011 1 Pending
Tour & Travel
> s Ms. TCS US Finance UNDER Eamedleave  25-un-2011  26-Jun-2011 2 Pending
W LAQ SECRETARY
4y Appointment/Meeting Schedu 10 Jaswant Singh  Finance Junior Assistant  Earned Leave 25-Jun-2011 26-Jun-2011 2 Pending
L 4 Discussian Forum 11 Fagir Chand Finance Clerk Earned Leave 25-Jun-2011 26-Jun-2011 2 Pending
Notice Board
: Court . 12 Charanjit Kaur Finance Senior Assistant Earned Leave 25-Jun-2011 26-Jun-2011 2 Pending
ourt Case
& RTI 13 Ms. TCS US Finance :Eg:I:EFARY Eamedleave  25Jun-2011  26-un-2011 2 Approved
@ 2010 TATA Consultancy Services Limited ﬁ TAT

FOR MORE VISIT www.employeesforum.in
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