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|. Leave Request — Employee level
a. Casual leave

Step #1. Login to the ERP system and select “Human Resources” menu.

Apamna S

Aparna S Balan
(aparna@vidyaacademy.ac.in)
Assistant Professor
Limanliesolices Mobile: 9847385747

Employees apama@vidyaacademy ac in

Expenses
Expenses

Leaves
Leave Requests
Leaves Summary
Leave Encashment Reque

Work in Non Working Days
My Requests

Step #2. Go to Leaves - > Leave Requests and create a leave request.

aging Apama S Balan (Vidya .
Leave Requests B3 iy Leaves x| |
or Import PDF or Excel 1-9 of 9 E =0
Ly
g S Ny [l Employee Description Start Date End Date Number of Days Status
s doc®
Tarough ¥ [ Apama S Balan Casual Leave 24/11/2014 09:00:00 24/11/2014 12:44:59 0.50 Cancelled
Human Resources [
Employees
S [l Apama S Balan Half pay leave 28/11/2014 09:00:00 28/11/2014 16:30:00 -1.00  Approved
E"é’e”ses [F] Apama S Balan Commuted leave 01/12/2014 09-00-00 01/12/2014 16:30:00 100 To Approve
Xpenses
[7] Apama S Balan Loss of pay 03/12/2014 09:00:00 03/12/2014 16:30:00 -1.00 To Apprave
Leaves
[C] Apama S Balan Duty leave 11/12/2014 09:00:00 11/12/2014 16:30:00 -1.00 To Approve
[C] Apama S Balan Study leave 16/12/2014 09:00:00 16/12/2014 16:30:00 -1.00 Refused
P: 'y
Leaves Summary
s Erers ImeT FEr . [7]  Aparna S Balan CMPL 16/12/2014 09:00:00 16/12/2014 16:30:00 -1.00 Second Approval
Work in Non Working Days [C] Apama S Balan cmpl 18/12/2014 09:00:00 18/12/2014 16:30:00 -1.00 Second Approval
My Requests 9.50

Step #3 Select the leave type as “Casual leave” and provide the necessary detalls

Leave Requ... / New
or Discard =M™ E
To Approve Approved

Human Resources

Employees
Code Description
Expenses Leave Tyne
Expenses w T Meode By Employee
Leaves Duration A - | Employee Apama S Balan
Leave Requests Department Master of Computer Applications
0.00 days

Leaves Summary

Leave Encashment Reque.

Work in Non Working Days
My Requests
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Apamna S Balan (Vidya

Leave Requ... /New

sove DR

Human Resources
Employees
Code

Expenses
Leave Type

Expenses

Duration
Leaves

Leave Requests

Leaves Summary

Leave Encashment Reque..

Work in Non Working Days
My Requests

Leave Requ... / New

SEVCR o Discard

Code CL14
Leave Type Casual Leave 2014 (0/2)
Apply Half Day Leave [
Duration

02/12/2014 09:00:00 3] -

100 days

Casual Leave 2015 (0/0)
Commuted Leave
Compensation Leave (0/0)
Compensatory Days

Duty Leave

Eamed Leave (0/0)

Search More...

02/12/2014 16:30:00

v

Casual Leave 2014 (0/2)

Description
Mode
Employee

Department

Description

Mode By Employee

Employee Aparna S Balan

Department Master of Computer Applications

To Submit To Approve

Personal|
By Employee
Aparna S Balan

Master of Computer Applications

Eﬁm

Approved

Eﬁm

Approved

Note — You can apply for half day leave by checking the “Apply half day leave” option

and then choose the AN/ F

N option.

Step #4. Click on the “save” button to submit the leave request.

Apama 5 Balan (Vidy.

Human Resources

Employees
Code
Expenses
. Leave Type
Apply Half Day Leave
Leaves

Duration

Leaves Summary
Leave Encashment Reque

Work in Non Working Days
My Requests

Leave Requ... / Personal

CL14
Casual Leave 2014 (0/0)

02/12/2014 09:00:00

1.00 days

02/12/2014 16:30:00

10/10 | qu | EﬂE

To Submit To Approve Approvec

Description Personal

Mode By Employee

Employee Aparna S Balan

Department Master of Computer Applications

VidyaERP
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b. Half pay leave

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Half pay
leave” option from the list and provide necessary details.

Aparna S Balan (Vidya ...

Leave Requ... / New

N
‘, or Discard =M E

-
Ay WS
S
‘o, = L,‘,i@ To Submit To Approve Approvec
755 Thrrgugh €04

Human Resources
Employees

Code Description
Expenses Leave Tyne
Expenses e H T Mode By Employee
i ay Laavs (1/21 .
Leaves Duration Half Pay Leave (1 - Employee Apama S Balan
Department Master of Computer Applications

Leave Requests
0.00 days

Leaves Summary

Leave Encashment Reque

Work in Non Working Days
My Requests

Step #2. Click on the “save” button to submit the leave request.

Aparna S Balan (Vidya ...

Purchases Stock  Human Resources

< Leave Requ... / New
N
T a or Discard == m
T
=
-_-.r"’“" To Approve Approved

Human Resources
Employees

Code HPL ipti
B Description Personal
Sumzce Leave Type Half Pay Leave (1/28) T Mode By Employee
Duration Employee Ap S Bal
Leoves 03/12/201409:0000 T - A0 163000 (0 s s e
Department Master of Computer Applications

Leave Requests
1.00 days

Leaves Summary

Leave Encashment Reque

Work in Non Working Days
My Requests

c. Commuted leave

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the
“Commuted leave” option from the list and provide necessary details.
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Aparna S Balan {

Leave Requ... / New

or Discard =[5 E
To Approve Approved

Human Resources

Employees
Code ipti
B . . Description Personal
eave e
Expenses P I T Mode By Employee
T Duration Casual Leave 2014 (U.:E} Employee Apama S Balan
Casual Leave 2015 (0/0) Department Master of Computer Applications
Leaves Summary Compensation Leave (0/0)
Leave Encashment Reque Compensatory Days

Duty Leave

Work in Non Working Days
Eamed Leave (0/0)

My Requests

Search More

Step #2. Click on the “save” button to submit the leave request.

Leave Requ... /Personal

= == [ s | i1 (o e (=/e]E
ﬁ To Submit Approved

Human Resources

Employees
Code CcML Description Personal
Expenses
Soze Leave Type Commuted Leave Mode By Employee
Leaves Buration 03/12/2014 09:00-00 - 0312/2044 163000 CPlevee Apama S Balan
Department Master of Computer Applications

Leaves Summary

Leave Encashment Reque

Work in Non Working Days
My Requests

Step #3. Click on the “log a note” link to attach the medical certificate if any.
1.00 days Department IMaster of Computer Applications

Leaves Summary
Leave Encashment Reque.

Work in Non Working Days
My Requests

—
Send a message Log a note

[C1Bond Period

7 Nicrnecinne

Request created and waiting confirmation
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Department Master of Computer Applications

1.00 days

Leaves Summary

Leave Encashment Reque...

Work in Non Working Days
My Requests

Attach a note that will not be sent to the followers =

| [F]1Bond Period
Discussions
[¥] To Approve

ﬁé Aftach a File [ Refused

[F]1Rejoining Date of

[ Pictures == | | HR Manual A8
B videos Adobe Acrobat Document
150 MB
1% Computer L T | HT_2hallticket
&, Local Disk () —| | Adobe Acrobat Document

442K

s New Volume (D:) X .
Leave configuration
Microsoft Office Word Document ¥

File name: v |AllFiles .. d

s New Volume (F) _

Attach a note that will not be sent to the followers

[F]Bond Period
[@] Discussions
[¥] To Approve

ﬁ& Attach a File [F] Refused

[F1Reioining Date of

d. Duty leave

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Duty
leave” option from the list and provide necessary details.

Aparna S Balan (Vidya

Leave Requ... / New
cv Discard EBE
To Approve Approvec

Human Resources

Employees
Code Description
Expenses L e
Vi
Expenses L Y Mode By Employee
Leaves Duration Casual Leave 2014 (0/2) Employee Apama S Balan

Leave Requests e Department Master of Computer Applications
Commuted Leave

Leaves Summary Compensation Leave (0/0)

Leave Encashment Reque.. . Compensatory Days

My Requests Earned Leave (0/0)

Search More.
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Step #2. Click on the “save” button to submit the leave request.

Purchases Receive Stock Human Resources ~ Messaging

Apamna S Balan (Vidya

Leave Requ... / New

or Discard == E
To Submit To Approve Approved

o
r &
S5 Through £

Human Resources

Employees
Expenses Code o Description External exam duty]
Expenses Leave Type Duty Leave Y Mode By Employee
Duration Employee Apama S Balan
Leaves 09/12/2014 09:00:00 [°] - 09/12/2014 16:30:00 (3] :
Department Master of Computer Applications
day:

Leaves Summary 1.00 i

Leave Encashment Reque

Work in Non Working Days
M Raniact te

Step #3. Click on the “log a note™ link to attach the duty certificate if any.

Leaves 09/12/2014 09:00:00 - 091212014 16:30.00 =PI Apaia o Laa

Department Master of Computer Applications
Leave Requests 1.00 days . P REse

Leaves Summary

Leave Encashment Reque

Work in Non Working Days
My Requests

Attach a note that will not be sent to the followers o | Following

[F]1Bond Period
[#) Discussions
[¥] To Approve

ﬁé Attach a File [F]Refused

[F]Rejoining Date of

e. Compensation leave

Step #1. Before applying for a compensation leave, the employee has to request for
“Work in Non working days”. Refer section 1.k for more details.

Step #2. Go to Leaves - > Leave Requests and create a leave request. Select the
“Compensation leave” option from the list and provide necessary details.
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Aparna S Balan (Vidya

Purchases  Receive Stock Human Messaging

Leave Requ... / New

cr Discard — am
To Approve Approved

Human Resources

Employees
Cod ipti
Fihonses ode CMPL Description Personal
Expenses LeaveType Compensation Leave (0/0) Y Mode By Employee
Duration Employee Aparna S Balan
Leaves 10/12/2014 09:00.00 (3] - 10/12/2014 16:30.00 (=]

Leave Requests Department Master of Computer Applications
days

Leaves Summary 100

Leave Encashment Reque

Work in Non Working Days
My Requests

Step #3. Click on the “save” button to submit the leave request.

Maternity leave

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the
“Maternity leave” option from the list and provide necessary details.

Purchases  Receive Stock Human Resources ~ Messaging

Apama S Balan (Vidya v

Leave Requ... / New

N
lal B oisca S=]0)
To Approve Approved

Py
%, o
e 2

s Through B

Human Resources

Employees
Code ipti
Expensas . . Description Personal
eave Type
Expenses L m| Y Mode By Employee
teaves Duration Commuted Leave Employee Apama S Balan

Compensation Leave (0/0)

Leave Requests Department Master of Computer Applications
Compensatory Days

Leave Encashment Reque

Work in Non Working Days
My Requests

Step #2. Click on the “save” button to submit the leave request.

Messaging Aparna S Balan (Vidya

Leave Requ... / New

or Discard = m
To Submit To Approve Approved

Human Resources

Employees
Cod I ipti
Expanses ode VL Description Personal
Expenses Leave Type Maternity Leave Y Mode By Employee
Duration Employee Aparna S Balan
Leaves 09/12/2014 09:00:00 3] - 31/03/2015 16:30:00 [ %

Department Master of Computer Applications
Leaves Summary 113.00 days Rejoining Date 01/04/2015 (7]

Leave Encashment Reque Delivery Date =)

Work in Non Working Days
My Requests
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Note — Employees are expected to input the “delivery date” after the delivery by editing
the leave request.

g. Study leave

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Study
leave” option from the list and provide necessary details.

Purchases  Receive Stock Human Resources = Messaging Apama S Balan (Vidya

Leave Requ... / New

or Discard =10
To Approve Approved

Human Resources
Employees

Code Description
Expenses L .
eave e
Expenses ¥p sty Y Mode By Employee
Duration Study Leave Avaria S:Balan
Loaves - = Employee Aparna S Balan

Leave Requests Department Master of Computer Applications
days

Leaves Summary 0.00

Leave Encashment Reque

Work in Non Working Days
My Requests

Step #2. Click on the “save” button to submit the leave request.

h. Earned leave

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Study
leave” option from the list and provide necessary details.

es Receive Stock Human Resources = Messaging Apama S Balan (Vidya

Leave Requ... / New

~ ) B o ==[E)

2 & ;

%y, o To Submit To Approve Approved
Csg

A
Through [
Human Resources
Employees
Expenses Code Description
Expenses Leave:Type eai Y Mode By Employee

Leaves Type ‘°' Study Leave s Employee Apama S Balan
Leave Requests Duration = - | Department Master of Computer Applications

Leaves Summary
0.00 days
Leave Encashment Reque.

Work in Non Working Days
My Requests

Step #2. Click on the “save” button to submit the leave request.
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I. Loss of pay

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the “Loss of
pay” option from the list and provide necessary details.

Purchases Receive Stock Human Resources ~ Messaging Apamna S Balan (Vidya

Leave Requ... / New

o !q or Discard =M E
» = o
\3“‘__,','/ To Submit To Approve Approve
s Through o
Human Resources
Employees
Expenses Code Description
E L T
Expenses eave.lype Lo Y Mode By Employee
Duration Loss of Pay Apama S Bal
o - = Employee Apama S Balan
Leave Requests Department Master of Computer Applications
0.00 days

Leaves Summary
Leave Encashment Reque .

Work in Non Working Days
My Requests

Step #2. Click on the “save” button to submit the leave request.

J. Restricted holiday

Step #1. Go to Leaves - > Leave Requests and create a leave request. Select the
“Restricted holidays™ option from the list and provide necessary details.

Purchases  Receive Stock Human Resources = Messaging Aparna S Balan (Vidya

Leave Requ... / New

[sove ERITRE ==

4 y Sl il
N o
\\‘__', & To Submit To Approve Approved
S Through ¥
Human Resources
Employees
Code Description
Expenses Leave Type
Expenses P i A Mode By Employee
Leaves Duration Compensatory Days Employee Apama S Balan

Eamed Leave (0/0)

Department Master of Computer Applications
Leave Requests Maternity Leave i B
Leaves Summary Restricted Holidays(2015) (0/0)

Leave Encashment Reque

Work in Non Working Days
My Requests

Step #2. Click on the “save” button to submit the leave request.
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k. Work in non working days

Step #1. Go to Work in non working days - > My Requests and create a duty permission
request.

Purchases  Receive Stock Human Resources = Messaging Apama S Balan (Vidya

My Requests 0. BQ My Requests x | |

[] Description Start Date

[F] NBA Related works 30/11/2014 09:00:00

POF orExcel 11011 [B] O

End Date Employee No. of Days Status

30/11/2014 16:30:00 Aparna S Balan 1.00 Approved
Human Resources
Employees

Expenses
Expenses

Leaves
Leave Requests

Leaves Summary

Leave Encashment Reque

Work in Non Working Days

My Requests

Step #2. Provide the necessary details.

Aparna S Balan (Vidya v

Purchase Receive Stock  Human Resources = Messaging

My Requests / New

or Discard = m
‘ Send to Approval Iﬁ m To Approve Approved

Human Resources
Employees

Description | Employee Aparna S Balan
Expenses :
Expenses Apply Half Day ] Department Master of Computer Applications
Peaves Duration - -

Leave Requests
Leaves Summary 0.00 days

Leave Encashment Reque.

Work in Non Working Days

My Requests

Step #3. Click on the “Send to Approval” button.

Purchases Receive Stock Human Resources = Messaging

B = . Aparna S Balan (Vidya

My Requests / New

or Discard = E
Send to Approval ‘ﬁ m To Approve Approved

Br

&
s Through o

Human Resources
Employees

Expenses Description ISO Related works Employee
Expenses Apply Half Day ] Department puter Applications
Duration
onves 07/12/2014 090000 7] - 07/12/2014 163000 (]
Leave Requests
100 ey

Leaves Summary

Leave Encashment Reque..

Work in Non Working Days

My Requests
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I. Leave Summary

Employee can view the status of the leaves and remaining leaves from
“Human Resources -> Leaves -> Leave Summary” menu item or from the
“Leave Details” tab in the employee profile.

Pumtanes  Hoews Sk

Totst Remalning Lagves

Lotrens nof Aveiled for  Surrendersbie Lasves fod
 Worth Lusve Type Mazrum Allowed Loaves Altwaty Tshen Revniad g Legven
£ £ ne madenem Encashrmant

Leave Approval — HOD level
a. All types of leaves

Step #1. Go to Leaves - > “Leave Requests First Approve” and select one of the available
leave request.

Purchases  Human Resources =~ Messaging Dr. V N Krishnachandra

Requests to Approve ~ Bl To Approve | Cancelation Requests x

PDF or Excel 116 of 16 [B C

[F] Employee Mode Description Start Date End Date Number of Days Status Leave Type
[C] Dijesh P By Employee  Comp off 25/11/2014 09:00:00 25/11/2014 16:30:00 -1.00 Second Approval ~ Compensation Leave (0/0)
Human Resources (=]
Employees i %
[l SajayKR By Employee  CMPL 02/12/2014 07:30:00 02/12/2014 15:00:00 -1.00 To Approve Compensation Leave (0/0)
Expenses =
Expenses -
[”]  Apama S Balan By Employee  Personal 03/12/2014 09:00:00 03/12/2014 16:30:00 -1.00 To Approve Commuted Leave
Lea
QLL\:: Requests ] DijeshP By Employee  External Exam Duty 04/12/2014 09:00:00 04/12/2014 16:30:00 -1.00 To Approve Duty Leave
Leave Requests -First Appr... [7] Dijesh P By Employee  Personal 08/12/2014 09:00:00 08/12/2014 16:30:00 -1.00 To Approve Casual Leave 2014 (0/0)
Leave Requests - Second A B8 [ Manesh D By Employee  Comp Off 09/12/2014 09:00:00 09/12/2014 16:30:00 -1.00 To Approve Compensation Leave (0/0)
Leaves Summary 24 [C] Dijesh P By Employee ~ Exam Duty 09/12/2014 09:00:00 09/12/2014 16:30:00 -1.00 Second Approval ~ Duty Leave
Employee Bond Summary [] ApamaSBalan ByEmployee External exam duty 09/12/2014 09:00:00 09/12/2014 16:30:00 -1.00 To Approve Duty Leave
1 ommiin Cmmmabimmnmt Mot 1 Manash N B Emnlavan Nuts | amun 4Ni192/9014 NG-AN-AN AN19219044 12-20-0N 100 Qanand Annraual L
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Step #2. Verify the details in the leave application and Click on the “Approve” button to
forward the request to principal.

Purchases  Human Resources ~ Messaging Dr. V N Krishnachandra

Requests to... / Personal

gya En (o ] S RrsIe] o
Through Eé“c"\\ i ﬁ To Submit To Approve Approved

Human Resources

o
o
('55

Employees
Code CL14 Description Personal
Expenses
Expenses Leave Type Casual Leave 2014 (0/0) Allocation Mode By Employee
Apply Half Day Leave Employee Dijesh P
e Allocati Department Master of C Appl
Leave Requests oconon 12/12/2014 09:00:00 - 12/12/2014 16:30:00 SRamen MasterorComputarApplications

Leave Requests -First Appr... 1.00 days

Leave Requests - Second A (6]
Leaves Summary Reasons

Employee Bond Summary

Note: — HOD can reject the leave application by clicking on the “Refuse”
button.

b. Work in non working days

Step #1. Go to Work in non working days - > Approve Requests and select one of the
duty permission request.

Approve Requests o B o Approve x
 Import PDF or Excel 1-1 of 1 E O
&%,rp A @{\00 [F] Description Start Date End Date Employee No. of Days Status
5 1 ==
Through [T] 1SO Related works 21/12/2014 09:00:00 21/12/2014 16:30:00 Manesh D 1.00 To Approve

Human Resources
Employees

Expenses
Expenses

Leaves
Leave Requests
Leave Requests -First Appr.
Leave Requests - Second A
Leaves Summary 22 ]
Employee Bond Summary
Leave Encashment Requests
Verify Leave Encashment R

Work in Non Working Days
My Requests

Step #2. Verify the details and click on the “Approve” button for approving the request.

VidyaERP Page 14



User Documentation for Leave management

Purchases  Human Reso

Dr. V' N Krishnachandra...

Approve Re... /IS0 Related works

e oews B -B

Human Resources

Employees
Description I1SO Related works Employee Manesh D
Expenses
Expenses Apply Half Day Department Master of Computer Applications
Duration
Leaves 21/12/2014 09-00:00 - 21/12/2014 16:30:00

Leave Requests 1.00 days
Leave Requests -First Appr...

Leave Requests - Second A...

BeB

Leaves Summary

Fmnlnsea Rand Snmmans

Human

Dr. V' N Krishnachandra

Approve Re... /1SO Related works

Draft To Approve Approved|

‘G, &
& 2
"ess Through e

Human Resources

Employees
Description IS0 Related works Employee Manesh D
Expenses
S Apply Half Day Department Master of Computer Applications
Duration
Leaves 21/12/2014 09:00:00 - 2112/2014 16:30:00
Leave Requests 1.00 days

Leave Requests -First Appr

Leave Requests - Second A..

BEeB®

Leaves Summary

Employee Bond Summary

1. Leave Approval — Principal level

a. Casual leave, Duty leave and Compensation leave

Step #1. Go to Leaves - >” Leave Requests- Second Approve” and select one of the
available leave request.

Purchases  Human Resou Messaging

Dr. Sudha Balagopalan

Requests in Second Approval o Y princial x| |

PDF orExcel | @ | ED

Group [C] Employee Mode Description Start Date End Date Number of Days Status
» Cancelled (2)

Leave Type

-2.00
Human Resources » Refused (23) -864.00
Eniployess » Approved (172) -1412.50

Expenses » Second Approval (8) -8.00
Expenses

» Third Approval (2) -29.00
Leaves

Leave Requests B0
Leave Requests -First Appr._. (i}
Leaves Summary B

Employee Bond Summary
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Requests in Second Approval

Leaves Summary

Employee Bond Summary Apama S Balan By Employee

Lesave Encashment Requests Dijesh P By Employee

ﬁ%’%s ough Edn@“ Group [F1 Employee Mode
» Cancelled (2)
Human Resources * Refused (23)
SLEeE » Approved (172)
Expenses ~ Second Approval (8)
Sgemes [] DieshP By Employee
La\ja‘:: Requests H DuEn By Emeyee
Leave Requests -First Appr G Hemeh Clil i
[ LakshmiN S By Employee
[C] Dijesh P By Employee
]
0
[}

Verify Leave Encashment R. Deepa Mohan By Employee

Description  Start Date

Comp off 25/11/2014 09:00-00
Exam Duty  09/12/2014 09:00:00
Duty Leave 1071272014 09:00:00
Compoff 12/12/2014 09:00:00

Personal 12/12/2014 09:00-00
Phd 16/12/2014 09:00:00
HPL 1871272014 09:00-:00
personal 31/12/20714 16:05:00

. Sudha Balago
Q. u principal x
PDF or Excel | qu | E O
End Date Number of Days Status Leave Type

-2.00

-864.00

-1412.50

-5.00

25/11/2014 16:30:00
09/12/2014 16:30:00
10/12/2014 16:30:00
12/12/2014 16:30:00
12/12/2014 16:30:00
16/12/2014 16:30:00
18/12/2014 16:30:00
31/12/2014 23:35:00

-1.00 Second Approval Compensation Leave (0/0
-1.00 Second Approval Duty Leave

-1.00 Second Approval Duty Leave

-1.00 Second Approval Compensation Leave (0/0
-1.00 Second Approval Casual Leave 2014 {0/0)
-1.00 Second Approval Study Leave

-1.00 Second Approval Half Pay Leave (0/0)
-1.00 Second Approval Casual Leave 2014 {0/0)

Step #2. Verify the details in the leave application and Click on the “Validate “ button to

approve the request.

Messaging

Dr. Sudha Balagopalan

Requests in ... / personal

=
S ] ]

Human Resources

Employees
Code cL14
Expenses
Expenses Leave Type Casual Leave 2014 (0/0)
Apply Half Day Leave
Leaves ol
Leave Requests osn 31/12/2014 16:05:00 -
Leave Requests -First Appr.. 1.00 days
Leave Requests - Second A... [}
Leaves Summary Reasons

Employee Bond Summary

Leave Encashment Reauests

Description

Allocation Mode

Employee

Department

31/12/2014 23:35:00

8/ (& |w | [=]H]
To Submit To Approve Second Approval Approved

personal
By Employee
Jeepa Mohan

Civil Engineering

/ Personal

Human Resources

Employees
Code CL14
Expenses .
Expenses Leave Type Casual Leave 2014 (0/0)
Apply Half Day Leave
Leaves il
Leave Requests R0 12/12/2014 09:00:00

Leave Requests -First Appr

Leave Requests - Second A._. [{H}

Leaves Summary Reasons

Employee Bond Summary

1.00 days

Leave Encashment Requests

5/8 @ |

To Submit To Approve

Description Personal

Allocation Mode By Employee

Employee Dijesh P

Department Master of Computer Applications

12/12/2014 16:30:00

VidyaERP
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b. Half pay leave, Commuted leave, Maternity leave, Study leave, Earned leave,
Loss of pay
Step #1. Go to Leaves - >” Leave Requests- Second Approve” and select one of the
available leave request. Click on the “validate” button to forward the request to
Director level.

Purchases  Human Resources ﬂ = 1 Dr. Sudha Balagopalan ..

Requests in ... / HPL

chiscard 6/7 | @ w Em
Validate ﬁ To Submit To Approve Second Approval Approved

Human Resources

Employees
Code HPL Description HPL
Expenses )
Expenses Leave Type Half Pay Leave (0/0) Allocation Mode By Employes
Allocati
Leaves eration 18/12/2014 08:00:00 - 18122014 1630.00  EMPlOYee Dijssh P
D i t N
Leave Requests 100 days epartmen Master of Computer Applications

Leave Requests -First Appr

Leave Requests - Second A_.. Reasons
Leaves Summary

Employee Bond Summary

Leave Encashment Requests

IV. Leave Approval — Director level
a. Half pay leave, Commuted leave, Maternity leave, Study leave, Earned leave,

Loss of pay
Step #1. Go to Leaves - >” Leave Requests- Third Approve” and select one of the
available leave request.

Admission  Purchases  Administration  Sales  Account Audit Human Resources =~ Messaging ! Mohanachandran G(Th_.. ~|

‘. Requests in Third Approval @ T Approve | Cancelation Requests x .
o))
= o)
Wi gq PDF or Excel 160f6 B 0
e"?g, cb{&(' [F1 Employee Mode Description Start Date End Date Number of Days Status Leave Type
s Qv
Through © [T] Deepa Mohan By Employee LOP 15/10/2014 09:00:00 15/10/2014 16:30:00 -1.00 Third Approval Loss of Pay
Human Resources [7]  Amal Ganesh By Employee SL 31/10/2014 06:45:00 27/11/2014 14:15:00 -28.00 Third Approval Study Leave
Employees =
Expenses B
Expenses B
]
Leaves -
[] Apama S Balan By Employee Phd 16/12/2014 09:00:00 16/12/2014 16:30:00 -1.00 Third Approval Study Leave

Leave Requests

Leave Requests -First Appr.. @ -36.00

Leave Requests - Third App... [
Leaves Summary
Employee Bond Summary
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Step #2. Verify the details in the leave application and Click on the “Final Approve”
button to approve the request.

Admission Purchases  Administration  Sales  Account Audit Human Resources =~ Messaging

Mohanachandran G(Th

Requests in ... / Phd

X

< Em [l | 5[« ]o] (=8
3

&"(’SS Vel E(\“@\\ Final Approve ﬁ To Submit To Approve Third Approval Approvet

Human Resources

Employees
Code STDL Description Phd
Expenses
Expenses Leave Type Study Leave Allocation Mode By Employee
Type of Study Leave Non Sponsored Employee Apamna S Balan
Leaves
Allocation Departs t
L ReEuERTS 16/12/2014 09:00-00 - 16/12/2014 16-30-00 epartmen Master of Computer Applications
Leave Requests -First Appr.. B 1.00 days
Leave Requests - Third App...
Leaves Summary Reasons

Employee Bond Summary

Leave Encashment Reauests

V. Leave Cancellation

a. Employee Level

Step #1. Go to Leaves - >” Leave Requests” and select the leave request to be
cancelled.

Human Resources ~ Messaging

Dijesh P (Vidya Acade

Leave Requ... / Personal
)
vidiua =Easss [ lee ] o1 (w]e] (=[O
P SE=E_ 4
’%’r@(‘é\ ﬁ To Submit To Approve Approved
55 Through E4
Human Resources
Employees
Code cL14 Description Personal
Expenses .
Expenses Leave Type Casual Leave 2014 (0/0) Mode By Employee
Apply Half Day Leave Employee Dijesh P

Leaves

T Duration 1212/2014 09-00-00 - 1211212014 16:30:00 Department Master of Computer Applications

Leaves Summary 1700 days
Leave Encashment Reque

Work in Non Working Days
My Requests

Step #2. Click on the “Cancel Request” button, a new cancellation request shall be
created.
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(Vidya Acade...

Leave Requ... /Personal

Send for Approval To Approve Approved

Human Resources
Employees
Cancellation Start Date  12/12/2014 09:00:00 Cancellation End Date = 12/12/2014 16:30:00
Expenses
Expenses

Leaves

Leave Requests

Leaves Summary
Leave Encashment Reque...

Work in Non Working Days
My Requests

Step #3.Click on the “Send to Approval” button to forward the cancellation
request.

b. Principal / Director Level
Step #1. Go to Leaves - >” Leave Requests” and select one of the leave request to
be cancelled.

Dr. Sudha Balagopalan ]

Messaging

Requests in Second Approval 0 Rl cancelation Requests x
POF orExcel 150t5 B O
"os,ﬁ »\.‘:_,,' @\@ [F] Employee Mode Description Start Date End Date Number of Days Status Leave Type
S5 Through B8 o
Human Resources B
Employees =
Expenses &)
Expenses
]
Leaves
-8.00

Leave Requests

Leave Requests -First Appr.
Leaves Summary B
Employee Bond Summary

Purchases  Human Resources ~ Messaging = B 8 0 SudhaBalagopalan

Requests in ... / Personal

[ s | 55 .
To Submit To Approve m

Human Resources

Employees
Code CL14 Description Personal
Expenses
Expenses Leave Type Casual Leave 2014 (0/0) Allocation Mode By Employee
Apply Half Day Leave Employee esh P
ceare Allocati Department Master of C Appl
Vorne Roguests ocation 1201212014 08:00:00 - SR AeE e epartmen Master of Computer Applications
Leave Requests -First Appr. 1.00 days
Leave Requests - Second A._. [{l}
Leaves Summary B Reasons

Employee Bond Summary

Step #2. Click on the “Cancel Request” button.
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2 G
N
@ress

Draft To Approve Approve

Human Resources
Employees

€ ion Start Date  12/12/2014 09:00:00 Cancellation End Date  12/12/2014 16:30:00
Expenses

Expenses
Leaves
Leave Requests

Leave Requests -First Appr [ 14]

ave Requests - Second A [fl

Leaves Summary

Employee Bond Summary

Step #3. Click on the “Approve Cancellation Request” button.

Sudha Balagopalan

a y
2
g, NISLS S To Submit + To Approve Approved
Brags =1 Ed\‘&

Human Resources

Employees
~ Code CcL14 Description Personal
Expenses
Expenses Leave Type Casual Leave 2014 (0/0) Allocation Mode By Employee
Apply Half Day Leave Employee Dijesh P
feaves Allocati Department M f C Appl
Leave Requests R 12/12/2014 09:00:00 - 1211212014 16:30:00  erarmen aster of Computer Applications
Leave Requests -First Appr. 1.00 days
Leave Requests - Second A.
Leaves Summary Reasons

Employee Bond Summary
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