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User Manual for Online Leave Module

Casual, Compensatory and Head Quarter Leave

TR = (ST % T Hyperlink 9% f3=1 ¥ 1@ SRl &%)

Section A (AT ST

w57 1: Online Leave Module T g ?

g7 2: Online Leave Module ¥ I9I13T & T ATH &2

7% 3: Online Leave Module # T Leave Categories ¥ forw Su=nr 3w ST avat &2

7% 4: Online Leave Module Ft 7 wiar FT &2

Section B(3mass & Gafeera A1)

I57 5: Leave FT SMaed Fd FL?

957 6: U2 A applied Leave ¥ details Y Fgf €T AT ThdT & 2

Section C (Leave Sanctioning Officer & Hafeard STaTLt)

7% 7: Leave Sanctioning Officer % 31X Manage Leave ¥ FT STAIT F<d §U AMAST HT Approve,

Reject 4T forward 9 #¥ ?

T 8: AISo USIasT<ILeave Manager T role ¥ assign®< T&d & ?

I57 9: Leave FT track 4 FX O &2

77 10: Leave Manager menu ¥ Officer-in-charge &7 4T ST & ?
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ws1 1: Online Leave Module T g ?

ST 1: T | Online Leave Module &T 21T ® == % diagram # fa=mar =7 € |

g ) WApply
hr ¥ RKEN Z56 wWithdraw
wCancel
- Y,
WApprove
Leave Sanctioning WReject
Officer KYN Z156 wForward

w51 2: Online Leave Module ¥ STIRT & FT AT 2

SUX 2: Internet & TH ATEAH T STANRT HT ATHAHTET | T2l & JUe AT &l a8,

Online Leave Application T ST across the globe 3T 24x7 a1 ST @aaT 3§ | T ThHRAT
H SMS alerts & HTEIH § Leave ¥ status & T3 <7 JTdT 2 |

w7 3: Online Leave Module #I¥ #t Leave Categories % forg STt 61T ST @t 52

ITT 3: AT 9 i leave categories Casual, Compensatory Ta Headquarter Leave Eh‘r@

online application T4 approval operational %’ |
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w57 4: Online Leave Module &t gt srfoaT /T 2

39T 4: Online Leave Module T HRMS & =3 wfshar

wLogin using wApply Leave wWReceives
HRMS 0Submit Leave
credentials before an Request
officer wTakes a
Decision
\_ J \ J \ J

WApproves it. wForward it to wReject it by
the next putting a
officer. reason.

957 5: Leave FT AMAST Y FL ?

SWX 5: Online Leave Application &t FfaeT ATAEETET & T4 ITANHAT & login & Y& 5
S8 = fe@m™ 7 snapshot & @1 ST FFaT £ |

Main Menu
Apply Leave ( Online )
Applied Leave Details
Click the Compatibility View buttorii e auuress uar ur ne browser (Internet Explorer).Usually, this button appears to the left
of the Refresh button and contains an image of a broken piace of paper
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T81 9T Apply Leave(Online) T T3 ¥ U< 1= [&@TAT AT snapshot &< ZHIT |

Apply Leave { Oiline )

Select Leave cﬂ‘-ﬂﬂw * Select Leave Calagory

Select Leave Category

Casual Leave
A Compensatory Leave

Head Quarter Leave

Leave Category T FI F¥d I 1= {I@TAT AT snapshot T ZRIT |

Apply Leave ( Online )
Select Leave Category “ : | Casual Laava
Pection-1 Leave Apphcation ® mandatory m\./ 7 Chck to see applied leave detalls
- i
From Date * [1‘ ] To Date * : [~‘ ] Days:
* Station Leave 'Qut Station Leave LTC HTC
Reason " : rite re
Bection-2 Leave Sanctioning Officer * mMandatory Feids
Department Name * : PERSONNEL ADMINISTRATIVE REFORMS AND RAJBHASHA DEPARTMENT (WTTH srema=m 4
Office Level " : DEPARTMENT District * : RANCHI
Office Name * : Parsonnel Administrative Reforms and Rajbhashs Department{ 1478 ] T spuraFos sui o s
Officer Name * : ~Salact OMcar Namea—

THF IULT FY9T: From Date T To Date & Drop Down & forw @mg« fa@m 1w icon 9 click
ERy

Bection-1 :Leave Application * Mandatory Fields ['F Click to see applied leave details

From Date * : (] To Date *: Days:
W pecember, 2016 Y&

SU MOTU WETH FR SA h Leave LTC HTC
2728 2930 1 2 3
45 6 7 8 9 10
Reason *: 11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Bection-2 -Leave San 12|34 5] 6|7

Today: December 16, 2016

e T AT D ARae AR DA s el B D et e o
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T % YT TSI Days T §&AT & ATF FT o | A= THT snapshot @ @7 )

Section-1 -Leave Application * Mandatory Fields ['7 Click to see applied leave details
- =
From Date *: 15 Dec 2016 To Date *: 16 Dec 2016 Days: 2

Outstation Leave Tg LTC 31941 HTC & 99 & 39<d Reason FT Tfafe #¥)

Station Leave'®' Out Station Leave #LTC HTC

Reason " : Slckness

Section -2 : Leave Sanctioning Officer T =47 #< Apply Leave 9% a1 #< |

Section-2 ‘Leave Sanctioning OfMcer « Mandatory Fukis

Department Name * : PERSONNEL ADMINISTRATIVE REFORMS AND RAJBHASHA DEPARTMENT (WTTH®, WRna=aE 3
Office Level * : DEPARTMENT District * : RANCHI
Office Name * : Personnel Administrative Reforms and Rajbhasha Department(1478 | wififey, sparsfve FHuT oy Iy
Officer Name * : | chandra bhushan prasad - JHKAIAS/G3

Apply 2 #it fFarfa # €= w=fdi@  message fR@TE &MY | TFaar q@e e g it Rofa

A % Registered mobile Number 9% SMS Alert IT8 T | TH 3191 & Ueh SMS fraad
ITH T ATl TTTSRTT T AT ST g |

Message

You have applied Casual Laave

FoET AT I TSTT F7 reset F4 F 10 Reset 9% &1 &7 |
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w5 6: gt & applied Leave F details T gl <@T ST G%haT & 2

S9X 6: T2l ¥ applied leave F details  forw sfi=r fa@m Link 9% faFre 7

g . Apply Leave ( Online )
Select Leave Category * : | CRsuAlLaave \/
Bection-1  Leave Apphcation ® mandatory Fiekd 7 Click to see applied leave detalls
From Date " : [T-] To Date * : [l""] Days:
* Station Leave 'Out Station Leave LTC HTC
Reason " : rite r

Bection-2 Leave Sanctioning Officer * Mandatory Fuids

Department Name * : PERSONNEL ADMINISTRATIVE REFORMS AND RAJEHASHA DEPARTMENT (WifHw, sremaf=m 4
Office Level " : DEPARTMENT Distrot® s RANGH!
Office Name * : Parsonnel Administrative Reforms and Rajbhasha Department| 1478 ] efile soura ey dui o
Officer Name * : ~Salact OMcar Nama—

Leave Applied Details #T snapshot == fa@mT =7 1

Applled Leave Detalls \l/
Show [ 10 v | entries Saarch |

" Leave Name From Date To Date Days Approving Officer Attachment Status Action

1 Casual Leave (HQ) 1t Dec 2016 16 Dec 2016 2 CHANDRA Pending Withdraw

BHUSHAN FPRASAD

2 Casual Laave (HQ) 04 Jul 2016 05 Jul 2016 2 CHANDIRA Approved Cancallation
BHUSHAN FPIRASAL Apply

a Hond Quarter Lenave 22 Jul 2016 22 Jul 2016 1 CHANDRA Approved Cancellation
(HQ) BHUSHAN PRASAD Apply

Showing 1 to 3 of 3 entries

ISV ER TSN

74T Leaves menu & Applied Leave Details 9% =T #<|

A]J]ﬂ'_‘f’ Leave ( Online } lain Menu
Applied Leave Details

Click the Compatibility View buttor i i Autress uar ur uie browser (Internet Explorer) Usually, this button appears to the left
of the Refresh button and contains an im{ Applied Leave Details per
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W 7: Leave Sanctioning Officer & X Manage Leave A FT SUIRT #Xd §U AT HIAPprove,

Reject srerat forward 9 %< ?

s<< 7: Applied Leave &I approve, reject 34T forward F¥ % forT Leave Manager #T role

FaTT € | 3R Account #T Leave Manager #T Role g @7 Leave Manager menu fA&&ad

@I | UAT g1 g A BIfa § o9 Aree TRy ¥ /0 F¢ | Leave Manager ¥ Role
Assignment ST TTRIT T STHHTLT o o0 757 e 8 o I | & |

|_
4

Main Menu
Leave Report
) Manage Leave ) )
I3_I|r:k the Ca™ officer in Charge tton in the Address bar pf the browser (Internet Explorer) Usually, this button appears to the left
of the RefresiFo ool e oonZis an image of a broken piece of paper

Help for HRMS New Feature.
1] ___ Help for Annual Performance Appraisal Report (APAR).

Leave & approve, reject sr=raT forward g Manage Leave 9% click ¥ |

i Lca;re Report Main Menu

Manage Leave
Clickthe CC | oyficer in Charge tton in the Address bar of the browser (Internet Explorer) Usually, this button appears to the left
of the Refresim o oiroia 0o .2s an image of a broken piece of paper

1= % screenshot # Manage Leave #T screenshot fG@maT T £ |

Manage Leave

» Section: Pending Leave Status

Casual Leave Headquarter Compensatory

Leave #T approve, reject srraT forward gq FH9T: icon 9T click &< | TeaaTd |qare 2T A

Action column & Approve 33T Reject T% faa &< | THT g 9% THh! 44T UF SMS alert
& ATETH F FHL: FHT % Registered Mobile Number 9% ST g7 |
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Employee's Applied Casual Leave Data Record

10+ records per page Search:
From To
#  Employee Name HQ Date Date Days Reason  Attachment  Status Action
1 AMIT KUMAR Yes 15 16 2 test Pending  Approve
View Details Dec Dec Leave | Reject
2016 2016 |
Employee's Leave Record Forward
5 || Miew More Yes 13 13 1 EEEZCaE Pending  Approve
Dec Dec Bl | Reject
2016 2016 |
Forward
3 RAHUL KUMAR Yes 13 13 1 BUEEIEED
Dec Dec F...
2016 2016
4 | PARAS NATH SINHA Yes 05 05 1 Family
Dec Dec works
2016 2016

Reject 9% f&e w3+ T rejection FT reason for@ #¥ submit button 7T click F¥ |

Write Rejection Reason

Forward U click % & &g /= scroll T Sanctioning Officer & Hafeara details T F99 F<

Forward 9% & Y | St =T UFH SMS alert & HTe9H & F4T: Farwarding Officer &
Registered Mobile Number 9% ITH 29T |
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Nov Now HEEy. .
2016 2016
10 | RAHUL KUMAR Yes | 03 04 2 regarding
Nov Now Chhat...
2016 2016
Showing 1 to 10 of 89 enfries Previous 2 3 4 5 9 | Next
»Forward to next Sanctioning Officer * Mandatery Fields
Department Name * : PERSONNEL ADMINISTRATIVE REFORMS AND RAJEBHASHA DEPARTMENT (ST, TRIE-T 4...
Office Leve| * : DEPARTMENT District * : RANCHI
Office Name * - Personnel Administrative Reforms and Rajbhasha Department[1478 | S, WETE-eS GUTE GuT 4.
Officer Name * ° —Select Officer Name—
Remarks Write forwarding remarks

T 8: AISH URTawhiLeave Manager T role F& assign®i< 9%d § ?

3T 8: YT ATSe URTTerTLT &7 login credential ST: share TR ST =T 8 | IHEHT ITAM
FX HRMS # login F< | Initialization Menu => Office Administrator => Assign

Role(Permission) Submenu 9% faa &Y |

Headoffice Administrator b Main Menu
Office Administrator , User Management - Employee Entry
Assign Role(Permission) appears to the left

Change Posting and Establishment Office

Office Mapping to Establishment In
Merger of Employee Gpf/Cps/Pran Number e - o

Assign Role ¥ radio button 9% {31 #¥ |

Assign Role

Assign Role
(Click ahove to select your option |

TafeTa form & FHT T 797 < Leave Manager Role T 999 %Y U5 Save(Assign Role) 7T
[ExERad
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(el S@arch Employee { -~
District : | RANCHI “wv ¥
office Laval: | DEPARTMENT h N
Post Department Name ;| PERSONNEL ADMINISTRATIVE REFORMS AND RAJBHASHA ... ~ | #
Posting Office : | Porsonnel Administrative Reforms and Rajbhasha Departme... = « | #
Employes Name ! | 7769 - AMIT KUMAR (PER)-DE x w |#
\,
——{ Assigning Application Role } .
Application Name : | Personal MIS -~ |¥ Role to Assigned : | Establishment Data ... = « |#
Role Purpose 1 Data Emrvrertlmmlstrmlorl Gonqrpl ‘ ) . - Verification | || '
|‘Au employee can have single role purpose only
- Entry
—‘ Set Initial Pa-lwordl General —
Establishiment
Current Status : | | Active | *“Check this 1o allow login to user |l | Skip Pa swor Verifying
User Password : ( — }Aﬂui*dd‘m o | Transfer/Promotion
/ Leave Manager

ATFYTHT : Save(Assign role) T click FT & 92« FHT % password T unchanged &+ * forT Skip
Password checkbox #T f3 ¢ T current Status & Active check box 9% faeTs F¥ /g7
FHT login Tgl &< I |

w7 9: Leave &I track ¥ FT &d § ?

IR 9: Leave FT track ¢ gq Leave Manager menu & Leave Report 9% & &Y |

I T N ———— L]

@ |hargmegervin
12! HRMS Leave Report

~

| Anpteing Omear Lawew YronOme | S5 Ome Capin) | RassomRemans  Agpravivg Omcer "t e

Online Leave Application User Manual: Government of Jharkhand Page 10



Track F< % o0 track F1eH # icon T% &1 F¥ |

test Leave Pending M

| Application Tracker

@ 70 SNAPSHOT # Leave 21 S[@Te 2016 &1 apply #T 5 Ta IHFT status approved
g

Leave Tracking

PPy Approved
21 Jul 2016 21 Jul 2016

w1 10: Leave Manager menu # Officer-in-charge T T ST § ?

SI< 10: Approving Officer % leave T% gl &t T § &I & Officer charge H & THT SITARILT %

foIT leave manager menu & Officer-in-charge T 939 &< | #i= T&T¥Td snapshot & Ig fa@mm
TATE |

Officer In Charge
10 ¥ records per page Search
# Approving Officer Leave Name From Date To Date Days Reason Officer in Charge
1 NAVEEN KUMAR Casual Leave 19 Dec 28 Dec a8 | have to go CHANDRA
2016 2016 to BHUSHAN PRASAD
2 CHANDRA Casual Leave 15 Ded 16 Dex 1 ofyay | DILIP TIRKEY
BHUSHAN PRASAD 2016 2016 HiT
3 AKHOURI Casual Leave 13 De 13 Dec 1 To attend a OM PRAKASH SAH
SHASHANK SINHA 2016 2016 mar
4 AKHOURI Head Quarter 10 Dec 12 Dec 3 To attend a OM PRAKASH SAH
SHASHANK SINHA Leave 2016 2016 mar
5 AKHOURI Head Quarter 03 Dec 03 Dec 1 For HLIP TIRKEY
SHASHANK SINHA Leave 2016 2016 Waorship at
*kkkk
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