Project - Integrated Raj e-Office
Module: Leave Management

A. Prerequisites and General directions to use Leave Management Module of Integrated Raj e-
Office

1. Employee should have an official email ID on rajasthan.gov.in domain. If the employee has an
official email ID in any other domains, eg @nic.in , @raj.nic.in etc, then that email ID need to be
migrated to rajasthan.gov.in.

2. Employee should have a Single Sign On (SSO) ID. The official email 1D on rajasthan.gov.in domain
is also the SSO ID (eg SSO ID of amit.kumar@rajasthan.gov.in is amit.kumar). The password of
email and SSO are same.

3. SSO ID should be mapped with Integrated Raj e-Office.

4. After login to the SSO portal https://sso.rajasthan.gov.in/signin , employee would be able to access
the e-Office icon.

B. Step by step instructions:

1. User to enter URL.: https://sso.rajasthan.gov.in/signin in the browser and press enter
2. Log in into the system using user credentials (i.e. SSO-id and password)

3. Based on user roles (e.g. User of establishment section, authority (Recommending, Approving, leave
applicant, etc.)) access rights will be available.

C. Process Flow for User of ‘Establishment Section’ to Update L eave Balance

1. After successful login, user clicks on Raj e-Office > Applications

-

. Integrated Raj eOffice

‘::.:.’:" Covernmenl of HRapewihan

©

Workhst Files Room

Applications

2. User can update the leave balance of employee by clicking Employee Functions—>Leave - Update
Leave Balance
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User will get a screen for Search options and list of employees. Through this screen, user can search
an employee based on various parameters like Department, Designation, and Employee Name.

Uprndatu Lauva Milurcs

Empanyee | | Empuyee Enter ron 3t B pre ey »

Depanmmen Cmce Infrmatian Techealngy and Commuric & % Desigoison Fxtey Vihen orul Brwas Exter tn Senrchi &

P L & T

Modily Leave Balance

1 mplaywo Masun . Casual Losve Priviluge | naws 1Half Pay Luaww eatrictod Holday Lasw

After User selects an employee from the search screen, below screen gets displayed.

Update Lauve Balance

’ Empioyes 1 Emgicyon Einr mi hate A g enle »
' Dopanment Omice Extablishment P Designation Ertar Valie wmd Praes S win P
'
; en &
|
B || Desabiog Tehdsdl 90y ) 505 Tl Lexse REqUest & PONong or Leave DAGINES 0 Mal smphines DYOoalonet) Cannol De updined

Modity Leave Balance

tmployee Maine Cuntat Lnave Privilnge | mavw Hull Pay | nave Rasizictod Hullday Lunww

Sam Cranen Deodl CLERK GRADE-| 0 [ o 0

| Dwepan Shwms CLERK GRAOE.| 3 2 2

Aschana Sharma CLERK GRACE | o o o 0

Vi Yodav CLERK GRADE 0 a ) o

| Man=ta Ramore CLERK GRADE-I 0 a o o

Saweer Sngh Ramome (LERK GRADE- 0 a o o

| ViEnal Singh Sathore CLERK GRADE o o o o

Chand a Srakash Cumin (3 B GRAW .0 "wm 1on 10

User can update/add the leave balance and save the changes. On click on ‘Save’, leave balance for the
employees gets updated.
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Saveses Singh Rothore CLERK GRADE .4 0 o o a

viahal Sirgh Ratnoce, CLERK QRADE . 0 0 a 0
Chandra Pracash Goply CLERK GRADE-# 10 100 19 2
Sisender Kumar CLERK GRADEII o o o 0
Bragwan Siogh CLERK GRADEN 0 ] o
Aun Komar Komawa! CLERK GRADE- &) 1

Mukesh Kumds Regar IV Class o 0 o U

|

Process Flow for User of ‘Establishment Section’ to Manage Leave Hierarchy

1. User can manage the leave hierarchy of employees by clicking Employee Functions—>Leave
->Manage Leave Hierarchy - Establishment

2. User will get a screen for Search options and list of employees. Through this screen, user can search
employee based on various parameters like Department, Designation, and Employee Name.

R

ONl 3 INe Paprarn Iy 12Crgs wil De Osgeined

Search Bmgloyve

| Dapamman Nane Infarmation Techeaingy and Coeo Aoxn Emploves Name Erter s 8 it »
Recommenang Authorfy t ull v progs ooy » Acprowng Authonty Erne a" t »
Leave Type Plaare Select ~

[ search J neset ]

tinployve Name : Recommending Authority = Apprurwiong Authoeity
Akhll Arora (COMMISSIONER AbNil Arora (COMMISSIONER,
A Prani Raja Shekhar [SEMT- Departmerk of Infcemation Dupartment of Information N TV
CP0, SENT) Technology and Technclogy and Cazual Lesve ACTIVE
Commamication) Communication)
Abhay Kumar Sond (Indormatic  Dwpartment of Iformation Dupartmant of bnformation Soacial Casesl Loa ACTIVE
Assistant, Technical) Tachnology and Technolopy and e ek o
Commurscation) Commonication
ARNE Arora [COMMISSIONER, AN Arora (COMMISSIONER,
Abhay Xumar Sont (Informatic  Department of efarmation Dapartment of Information dasd Guarar Lauva Active
Assistant. Tachnical) Yetrnalogy and Tathnokegy aod A
Commumcation) Commupnication)
Ablviasha doste (Infermatic . - T = b " AN Tarkadoalh ’ LTIV
Asmistant, Technical) Surwal Chhabra (AD, Techaical) Sanael Crhabtva (AD, Techwicl) Hedd Quarter Leava ACTIVE
AbhEachs Josii (Informatic Surwsl Choobra (2D, Technical) Swnael Chhabra [AD, Techwical] Leave Mot Dua ACTIVE

Aszsistant, Technical)

| - 0] > (1-10/ 1001
@
__

4. User can search employee, recommending/approving authority, intimation and Mark to authority for
the selected employee.
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Manage Leave Hierarchy

aj eOffice

Manage Leave Hierarchy

Select leave Type
for which
hierarchy to be

configured.

oom | [ Applic:
Employee Name knter min 3 chars & press enter
Process ® Leave ' Leave Encashment
Select . . . . . . .
Leave Type * [JCL [JHPL [J HQL [J LND [J PL [J RHL [ SCL
Type of
ing and
Lee?ve e ing Authority O
which the same 7
hlerarChy Recommending : Enter min 3 chars & press enter
is being Authority P
confieured Approving Authority * Enter min 3 chars & press enter

Lt
h ions To: Enter min 3 chars & press enter
Select ‘Send

O SL

Search
Recommending
Authority name

vl

n 3 chars & press enter

Search
Approving

Intimations
Soni | to‘(optional) /
:hnical)
Egends:

A

Authority name

hi (Informatic
*hnical) CL - Casual Leave

LND - Leave Not Due

HPL - Half Pay Lea

5 (it PL - Privilege Leave

HQL - Head Quarter Leave
RHL - Restricted Holiday Leave

Search ‘Mark To’
(establishment

‘hnical) SCL - Special Casual Leave SL - Special Leave
[> >l Types of Leave under Special Leave

Click on Save

section)

— ]

Process flow for Leave Applicant

1. After successful login, user clicks on Raj e-Office > Applications

Iintegrated Raj eOffice

" Government of gl

Worklist Fites Room

2. User Can check their leave balance from ‘My Leave Balance Screen’
Functions—>Leave > My Leave Balance

After selecting, by clicking on Save button, Leave hierarchy will be configured.

by clicking on Employee
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S Applications

Filter |3t

&y Employee Functions
& Performance Appra

|=- .’ Leave

MZO——AB2O0=—rDOE [

(r My Leave Balan

User can check

|— & Apply For Leave leave status
from this link

I— . Annlvy Ear | aawe

User will get the below screen for leave balance.

My Leavw Bakance Details
A
: Chck on Leave hpe 10 apply particuir v
L Axvabed Balance shows lmaves taken in Curren! Year
¢
: Leswe |ypo Avalled Baluncn Romsainitsy Balance Luaves Awaiting Aporstval Cuerrest Balabhce
‘I, Casual Leave 1450 300 10 1m5
: Kt Pay Leave 1400 3200 000 3300
Priviiege Leave 300 23500 000 24700
| Restricied Hollday Leave 1.00 100 000 100

My Lesve flulsocs Ostalls

Count

a0d Laawe walt Pav Loaw Fesboge Lo Rertretod sl

Lmare

User can apply leave by clicking Employee Functions—>Leave - Apply Leave

1

. Applications

(2]

N e .

p |Filter | _|ﬂ

P "

L & Employee Functions

|

i & Performance Appra

T H

| [E Wy Leave

O

: I @ My Leave Balan

& Apply For Leaye

I— . Annlvy Far 1 aawve

User will get below screen on click on apply leave.
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|T

COMINAGn Leave Yes ® HNo

L Ty * PBlesse Salect b

User can select leave type and fill the mandatory details from this screen.

Apply For Leave

Combimational Leave Yer %o

Leave Type Cakual Laave 2

Leave Details

Sub Leave Type Please Select

Balance 5.00 Leaves Awaiting Approval 1.00

Start Date M End Date bl
Total Mo. OF Loave Days | Moliday List |

Cantact Mo, =3

Prefix You * No Suffin Yor * Nu

Hoad Quarter Pormission

Leave Reason

Leave Hierarchy

Akl Arora [COMMISSIONTR, Department of
Information Technology and Commanlcation)

aktil Argra (COMMISSIGNER, Department of

o v
APITPInG Anthirity Infeemation Technology and Communi<ation)

Recommending Authority

Send Intimation Tu

On click on ‘Submit’, employee can submit the leave request.

eave Detalls

Sl Laave Type Pinate Selacr \’

Batance 52,00 Leaves Awalting approval L

Start Date ] Eod Dote B
Total o, OF Luavs Days | Moliday List |

Contact No. o1

Prafis Yor ¥ no Saffix Yeu % o

Head Quarter Parmission

Leave Raeason

oave Hierarchy

Akhil Ators [COMMISSIONDR, Department of
Information Technolagy and Cammunication)

Akhil Argra (COMMISSIONER, Departmant of

A v st ot )
ppraviag Authonty Infarmation Technalogy and Commarication)

Recummending Authority
Send intimations To:

Mark To Archana Sharma (CLERK GRADE-], Estabishment)

Iptaad Docwment {(Bck Hers Te Open/Closs )

After submitting, request will move to Recommending Authority.

Process flow for user of ‘Recommending Authority’

Recommending authority can check the leave request by clicking on Worklist.
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) 10.68.128.82: 7070/ Paged:

Font Sore v

Integrated Raj eOffice

4 Government of Gageshan

Applications

2. User can click on particular leave request and open the file.

10.68.128.82:7071

Welcome Sk Nl Aror,

Integrated Raj eOffice

Covernment of fugasthan

Lant Lngen Dt 140 "™ Yoor sevsion will expiee bn $9:82 |

» Worklist %, Files Room ¥ Applications

| Worklist

Worklist > Inbox

Search records Where » jeaqt one field v | Contains vl | 2 View: Detail View v

Received
Date =

Department = From®

department has been .|
retumed to depa_

Information
Technology and ' Jal 10 Mar
Leave Hismrchy Configuration ntimation A /Recommending . e 2 .
e a Rf.’rmn Ao Communication ' Singh 2016 a

23 Singh
4 Department

10 16-Jun-2016

Casual Leave request of Ja

| .ol >

Legends W Parabal Pnysical Process BPhysical Fie W Paralel Inmaton W Préviousty Seen  BINew B Omer

3. User gets below information of leave request after opening the file.
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Fle Details [Vertical View) - [ File No.:DolT & CJOSD/2016/36659 | [ Subject:Leave Application )

FILE DETAILS

N
)
T Employee Details
I
5 | empioyeeio RIIP1S9519004782 Employee Name
Designation Officer On Special Duty Department
Date of Birth 10-Aug-1971 Date of Joining
Contact Number Email
Post Name Officer On Special Duty
Leave Detalls
Leave Type Friviege Leave 1
Start Date 09 Feb 2016 End Date -
Total No. Of Leave Days { Hollday List}) 100 Contact No. *
Leave Reason a
1 Address a

Recommending Authority can put the remarks from below screen. After putting the remarks,
authority Forwards the request to Approving Authority by clicking on ‘Forward’ button.

TILL UL 1ML

&l MNoting

[® Al Notings

Basic Info

MZ——0Z (v

9008364 Employee Name
AE Standard Motings - E & R Department

2 Date of Joining

P Email

IR.) ~

er Leave

(] End Date *

Contact No. ”

PREVIOUS NOTES
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G. Process flow for user of ‘Approving Authority’

1. Recommending authority can check the leave request by clicking on Worklist.

) 10.68.12882:7070/Page

Integrated Raj eOffice

- _'_ L Government of Gaeshan

Applicabions

2. User can click on particular leave request, and can open the file.

A Home Settings

Integrated Raj eOffice - .

"R Covemment of Rajasthan
» Worklist " Files Room i Applications

Worklist > Inbox

Search records Where 5, .o one field v | Contains v | P

Description

department has been
retumed to depa_

[=ris fi Intimaticn

| el >

Legends W Parabal Prysal Process BPhysical Fie B Paralel Intmation W Préviousty Seen  BINew B Omer

Ja singh from 13un- (Rl Sk 2016
0i6to 1402016 g LTk -

View: Detail View v

. Received |
" Date =~

mivu

3. User gets below information of leave request after opening the file.
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3 10.68.128.82.7070/FageMapper?_targ

Fle Details [Vertical View) - [ File No.:DolT & CJOSD/2016/36659 | [ Subject:Leave Application )

FILE DETAILS

N
0
T Employee Detalls
|
: Employee IO RJIP195519004782 Employes Name
Designation Officer On Special Duty Department
Date of Birth 10-Aug-1971 Date of Joining
Contact Number Email
Post Name Officer On Special Duty
Leave Dcnl;
Leave Type Priviege Leave
Start Date 09 Feb 2016 End Date *
Total No. Of Leave Days ( Hollday List) 100 Contact No. *
Leave Reason a
| Address a

4. Approving Authority can put the remarks from below screen. After putting the remarks, authority can

Approve/reject the request.

-

[3 10.68.128827070/Page

File Details [Vertical View)

FILE DETAILS

{ Fila No.:DolIT & C/OSD/2016/3666S | [ Subject:Laave Application |

W
“’ Leave Balance Details (Click Here To Open/Close)
1
N
G Employee Details

Employee ID RIIP199510004782 Employee Name Jai Singh

Designation Officer On Special Duty Department mm}mnm‘oqy T

Date of Birth 10-Aug-1971 Date of Joining 10-Aug-1985

Contact Number Email vineet tulsyandd @gmad com

Post Name Officer On Special Duty v

Leave Details

Leave Type Half Pay Leave

Start Date 13 Jun 2016 End Date 14 Jun 2016

Total No. Of Leave Days ( Holiday List ) 200 Contact No. " 801073224

Leave Reason

Address f

5. On rejection of request, intimation will be sent to the Leave applicant.
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6. On approval of request, file will move to Establishment Section.

H. Process flow for user of ‘Establishment Section’ for leave request

1. Recommending Authority can check the leave request by clicking on Worklist.

) 10.68.12882:7070/Page

Integrated Raj eOffice

- _'_ L Government of Gaeshan

Applicabions

2. User can click on particular leave request, and open the file.

Integrated Raj eOffice - Erveeta S .

"R Covemment of Rajasthan

» Worklist " Files Room i Applications

| Worklist Worklist > Inbox

Search records Where » jeast one field v | Contains vl | 2 View: Detail View v

. Received |
" Date =~

department has been
retumed to depa_

| el >

Legends W Parabal Prysal Process BPhysical Fie B Paralel Intmation W Préviousty Seen  BINew B Omer

3. User gets below information of leave request after opening the file.
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1 1068.128.827

T0/PageMapper? e Worklist&Privilag

Fle Details [Vertical View) - [ File No.:DolT & CJOSD/2016/36659 | [ Subject:Leave Application )

FILE DETAILS

N
0
T Employee Detalls
I
: Employee IO RJIIP195519004782 Employes Name
Designation Officer On Special Duty Department
Date of Birth 10-Aug-1971 Date of Joining
Contact Number Email
Post Name Officer On Special Duty v
Leave Detalls
Leave Type Priviege Leave
Start Date 09 Feb 2016 End Date *
Total No. Of Leave Days ( Hollday List) 100 Contact No. *
Leave Reason a
| Address a

4. Establishment Section user gets below screen for generating the Order

File Detalls [Vertical View] - [ Fle No.:DOIT & (/OSD/2016/36659 | [ Subject:Leave Application | X
FILE DETAILS
D Basic Info
» -
0
T Employee Details
il | Employes ID RIJP199519004782 Employee Na SN iocel
o 19551 yoe Name
£ employee of
Designation Officer On Special Duty Department establishment section
Date of Birth 10-Aug-1971 Date of Joining
Contact Number Email t tulsyand4@gmail com ]
Post Name Officer On Special Duty v
; - Generate order for
Leave Details .
i particular leave type
| Leave Type Friviege Leave
| stan Date 09 Feb 2015 End Date
:Toulm.MLmoDaysluumuun) 1.00 Contact No. * ) he fil
|Loave Reason i Dispose the file
LMGnu a
Send To Entar min 3 chars & press entor / »
. = i
Generate Order Send Dispose- == «|l-

www.rajteachers.com
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Process flow for Leave Applicant for Leave Cancellation

User can cancel the leave by clicking on below node.

y Applications

|

Filter - B3 ==

-

[=] @y Employee Functior __|—
@y Performance A&
B My Leave
|— W My Leave E
- &% apply For L [
I— W Apply For L
|— &y Cancel Lea

I— @ Manage Le: 65

WER T T e T N )

User will get a screen for Search options and list of employees. Through this screen, user can search
employee based on various parameters like leave type, leave start date, end date.

. — T
Cancal Lnave

[}

',' Sedection Parameters

I

‘

|- Leave Type Pieasr Seiact v

)

n

1l Leawe Start Oate n Leave End Cate m

a

.

:

Leave Cancellation Form
Total Bo, Of Lwawvs
2 ¢ . 3
Ssgueesl Murebes Luswy Type Start Dete Livd Dute Roguust Daty Oays(Holk List) Lugwn Status

OoiT A COSORDIGMAG  Cosunl Loavs 08 Fep 2010 08 Fet 2010 08 Feth 2000 1.00 ADprved
D0IT 4 COSD01&5E3T  Casual Leave 06 Feb 2016 OEFed 2046 05 Feb 2016 050 Approved
OoiT & COSCROGOERIZ. Cansal Leave 10 Fel 2016 10 Feo 2016 08 Fed 2016 100 Approved
DOIT & COSORME 66 Casal L eave 01 Mar 2016 01 Mmar 2016 16 Fed 2006 100 Approved
OoiT £ COS020 Casual Leave 16 Feb 2015 16 Feb 2016 25 Fed 2016 100 Apgeoved
" v Cal 17T Caks A0 17 Eain Aae " S AL 4 nn B vt

User will select the radio button of leave request, fill the leave cancellation reason and submit.

< DoIT & CIOSDA01BGEE2R  Hal! Pay Leave 23 Feb 2000 26 Feb 2016 25 Fa0 2016 200 Appraved
A
T DalT 4 COAD 032 M Oy Leave {3 Fetr 2000 08 Feb 2014 25Fe0 20 4500 Approved
|
o CoiTacC PEEIT Ml Py Leave 10 M 2006 10 Mar 2015 25 Feb 2016 10C Approved
~
Al Hat! Pay Leave 84 Jan 28 15 Jan 2016 25 Feb 2016 400 Approved
Halt Oay Leave 15 M 2000 15 M3 2016 10 Mar 2016 100 Appravea
Combmuson o - \ ah A s Eats 1) A X
c?v: s 72 Fob 2010 24 Fap 2014 08 Fab 2016 300 Appravea
*  DaiT & COSDA06I672Y f:;‘:‘““‘“ 0 Mo 2016 15 Now 2014 4 Apr 2016 300 Penang

L Cancetation Regson

Vphaad Docsment

Alacl TEE) [Man 5 Azachiments of 13 MS|
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4. If leave request is in pending status, leave request gets cancelled and system will send the intimation
to recommending/approving authority.

5. If leave request is approved and leave date is not yet passed, then leave request gets cancelled and
system will send the intimation to recommending/approving authority.

6. If leave date passed, in that case cancellation request will go to approving authority for cancellation.

|~

Process flow for Approving Authority for cancellation of approved leave

1. Approving authority will click on Employee Functions—> Leave > Approved leave cancellation

m Worklist Files Room l

Applications

S

A ) I >

A [Fitter | | 3¢

P e

L [=] @ Employee Functior_ | —

1

i &y Performance A

T :

1 B Ay Leave

o

'; - & rMy Leave E
- & apply For 1| |
|— & Apply For L

|— &y Approved L

- &y Track Leawv

|— & Cancel Lea
|— & Manage Lei
|— & Manage Le:

2. User will get a screen for Search options and list of employees. Through this screen, user can search
employee based on various parameters like leave type, leave start date, end date.

Aprnved Lnsvs Cancallation

A
: Suluction Paramoturs
ellll
|
< Loave Type Finare Salect v
2
T
Il Lease Sust Dote -] Leave End Cate n
o
~
: 3
| Leave Cancelation Form
fotsl
Nerjpumal Musubur - Lnawn Typm Ledve " T=awn Nlatios
Dy
poits Serh Jyo AOra AP Departimest of
TeinnCabAFI2016:3 Infceeration Technokogy and Casua Leave 12 Feb 2016 12 Feb 2006 12 Feo 2016 nso Appraved
(435, Commumicotan)
Qo1 3 Sett oo Arcra AR Departmert. of
T VAP 20163 Information Tecrnokgy and Casum Leive 15 Fs 2016 15 Fob 2016 15 Fed 2016 100 Approwed

Communicanonj

Sme Jyo3 Arora AP Depanmesnt of

TechnE AR 0163 Indormation Tecenalogy and Casum Laave 16 Feb 2016 16 Feb 2016 15 Fets 2016 100 Approwed
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3. User will select the radio button of leave request, fill the leave cancellation reason and submit.

GRADE-|. Department of infarmadan
Technology and Communicadon)|

WEQw >

ShoAkNI Acoen| Secretary To
Govermment |mormation
Technoiogy and Commenicason
Jepariren!

S AN Aroen| Secretary To
Gavwimimnont, AIALCn
Technology and Communicason
Depariment

Leave Cancefimnn Reason *

Uptoad Documant

Alach Fiace) (M & Atachiments of 15 W]

Har Pay Leawe

Pridiege Loave 14 rar 206 17 M 208

Har Pay Leawe 29 Mar 2016 01 Age 2036

19 Mar 201€ 33 N 2008

Submit

14 Mar 2015 Approved

39 Mar 2018

Approved

19 Mar 2015 500 Aoproved

4. Leave request gets cancelled, and system will send intimation to leave applicant.

|~

Process flow for applicant for Manage Leave Hierarchy for self

1. User can manage the leave hierarchy by clicking Employee Functions - Leave-> Manage Leave

Hierarchy.
Filter | |2

[=] ‘@ Employee Functior

% Performance A

= ‘- Leave

|— & My Leave
|— & Apply For L
|— & Apply For L
|— & Cancel Lea

|— %y Manage Lei

2. User will click on add from below screen.

Abhay Kumar Sond (Irdormatic
Assistant. Technical)

Dwparimunt of Information
Tachnology and
Commurnscation

ARNE Arora [COMMISSIONER,
Departmeant of Jnfurmation
Yethnulogy and
Commumcation)

Abhay Xumar Sont (Informatic
Assiatant, Tachnical)

Abhitasha Jeste (Infermatic - - oA
A?_',:""" :,f_'("fml,','l At Surwal Chhabra (4D, Techacal)
AbhEacha Jeste (Informatic

Su Chhabra (2D chnical)
Assistant, Technical) Sunsel Cihabra, (£D, Techoicel)

Spedial Cateul Leave

AN Arora (COMMISSIONER
Dapartment of Information
Tachnoksgy aod
Commupnication)

Heal Quans Leave

Sanael CRhabva (4D, Techwical) Head Quarter Leava

Sunoel Chhabra [AD, Techwical Leave Mot Due

ALTIVE

ACTIVE

ACTIVE

ACTIVE

| 0] > Dl [1-10/100]

= =
[ mae I aaae aaa——
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3. User can select leave type and search Recommending/Approving Authority, intimation and Mark to

authority for the self.

Integrated Ra| 0ffice

| S ST

wEnbhs 9 T | » Nvlsanos

.
’
’
n
’
¢
.
.
)
°
.
5

Rt Maarad (1A, Twetvecal

i Mawvia A Ttvaeal

el Memms (12, Techontal

b Nata (A, Tt

Bt Mot (1A, Teetenial

Rajesh Meena (1A Uepartmert of Information Technal
QAUHAL LHLC N LA R oL L &
saire 7
w‘“l : Erter moan 2 ohsar & e ertar ’
Spproving Aehotty Eter it 3 o & prees atw 2
Send Inthrations To Brfer i §char & pres snler »
Nenk To Dter min 3 char & press oite »
JLegends
CL-Caseal Loawe HPL - Haf Poy Leave HOL - Hoaz Quater Laswe
LND « Lo Nt O AL - Pfdkge Leine RHL . Fpnphcnad Hoblay Lo
SCL -Specisl Camuad Leave S - Speval Leave

CaniE Laavy ACTIVE
RecryiTad Myhidag (saom AT
Lopue a2 Dae ACNVE
Apetls Caninl Lbane ANOTEE

| Powad Qumtal Eoame ACTIRE

4. By clicking on save, leave hierarchy for the selected leave types gets configured.

L. Process flow for Apply Leave on behalf of — Rights required

1. User can apply leave on behalf of other employee, only if user has rights to do the same.
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w» Worklist Files Room

mWEQD——HE=0—rmom>=

S Applications

[

Filter

K3

bloyee Functions
Performance Appraisal Rep
‘Leave

#& My Leave Balance

& Apply For Leave

& Apply For Leave-On Bel

& Cancel Leave

. [ [P | - LISy

2. User can search the employee, for whom he wants to apply leave, from below screen.

w Worklist Files Room

WEZEQ==APO=r0O> ()

Apply For Leave On Behalf

Employee *

Enter min 3 chars & press enter »

User will fill the mandatory details and submit.

Apply For Leave On Bahalt

Emgioyes
Leave Type Catual Loave
vl
Leave Details
Sub Leave Type Ploase Select
Balnie %350
Stan Daoe 20-20e-2016 n
Totad No OF Ceave Doays | Molgay List ) 10
Contact No =
Prens Yes * No

Hedd Guarer Parmission

L Raason

AN Arora {COMMISSIONER, Oepartment of Information Teche & %

LAAwRE AWAING AQpIowal 100
£0a D 20-Ape-2016 nm
St Yes ¥ No
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I<

Leave Hierarchy

Apocoung Authaet

3 Inymanons To

Upload Document (Cick Here 10 Open/Close )

On submit, Leave application will be processed through the Leave approval hierarchy. And system
will send intimation to employee.

. Support Team:

For official email ID related issues:

Contact: helpdesk.email@rajasthan.gov.in , Ph: (0141) 5153222 (Ext. 25555, 21363)
For SSO ID related issues:

Contact: helpdesk.sso@rajasthan.gov.in, Ph: (0141) 5153222 (Ext. 23717)

For mapping SSO ID with Integrated Raj e-Office

Contact: support.e-Office@rajasthan.gov.in Ph: (0141) 5153222 (Ext. 21335)

For Leave balance update

Contact your Establishment section.
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