SOUTH CENTRAL RAILWAY

VIJAYAWADA DIVISION
Divisional Office,

Personnel Branch,
Vijayawada,

No. SCR/P-BZA/Sr.DPO/HRMS/Leave Management Dt. 01.08.2023.

All CONCERNED

Sub: Operationalization of Leave Management Module of HRMS in Rlys.
Ref : Rly. Bd’s Lr.No.PC-VII/2023/HRMS/11, dtd.27.07.2023 (RBE No.94/2023).

*kk

With reference to the RBE No.94 /2023 issued under Rly.Bd’s letter cited above, the
Leave Module of HRMS has been launched by CRB & CEO on 1st August, 2023.

In view of the above, all leave applications shall be processed through Leave
Module of HRMS only w.e.f. 01.08.2023. Manual processing of leave shall be
discontinued w.e.f. 01.08.2023 for the given type of leaves mentioned in the leave

module.

In order to facilitate the implementation of leave module of HRMS, leave balance
of each employee as available in IPAS has been ported to leave module of HRMS.
However, since this balance is not a verified one, the ported data will be treated as
provisional leave balance of each employee on the date of launch of leave

module of HRMS.

Hence, all the Officers and staff of BZA Division are requested to kindly go through
the flow chart for applying leave in Leave Module of HRMS as per the instructions of

Rly. Board.

Encl: FLOW CHART.

01-08-2023.
(M. B. MURALIDHAR, IRPS)

Sr.DPO/BZA
Copy to:-
1. PS (Gaz) to DRM for kind information of DRM/BZA.
2. PS (Gaz) to CMS for kind information of CMS/BZA.
3. PS to ADRM(I) & ADRM (O) for kind information of ADRM (Infra) & ADRM (OP).
4. DSs....SCRES, SCRMU, SC& ST Assn., OBC Assn., of BZA Divn. for information.



SOUTH CENTRAL RAILWAY
VIJAYAWADA DIVISION

FLOW CHART OF LEAVE MODULE FOR NEW LEAVE APPLICATION IN HRMS

LOGIN HRMS

1
CLICK ON LEAVE MANAGEMENT

[ CLICK ON NEWiEAVE APPLICATION

CLICK ON NATURE OF LEAVE

1

IF LAP, HLAP PROVISIONAL
LEAVE BALANCE IS SHOWING

{_SF;EQ’HNATURE OF LEAVE LIKE IF CL, ENTER CL BALANCE
CL, RH, LAP, LHAP ETC

i
ENTER LEAVE FROM ENTER LEAVE UPTO
DATE vronte 0 ) | S——

ADD ANOTHER LEAVE IF
REQUIRED AS PER RULE

SEI.ECT'IO HQ LEAVING ] [ YES/NO

PERMISSION REQUIRED

l

GROUND ON WHICH LEAVE FILL REASON FOR LEAVE
APPLIED

I

UPLOAD SUPPORTING
DOCUMENT IF REQUIRED

l

'SELECT|=» FORWARD
APPLICANT TO

l

ENTER HRMS ID/DESIGN/NAME
OF YOUR SUB-ORDINATE
INCHARGE/OFFICER

l

SUBMIT APPLICATION




STEP BY STEP PROCEDURE TO APPLY LEAVE ON HRMS (EMPLOYEE)
STEP 1: Click on Leave Management option under left pane menu

STEP 2 : Click on New Leave Application

* —
# roie-0c/6TD @ QHelp QFAQ =

IR-HRMS =

Home / Leave Management

@ Dashboard

Cadre Management
Leave Management

'LEM Management » New Leave Application v My Leave Balances
» My Leave Applications v My Leave Record
e Employee Self Service (ESST v Holiday Calendar
f:i Workflow M
For Office Use :
= Admin Section v  Manual Leave Entry v Leave Records
. v Update Initial Balance
.'&', Ermployee Master . Leave Balances
» Update Leave Balances
-
= e SR v

<

Pass

STEP3: Select Nature of Leave from the list box



IR-HRMS

@ Dashboard

L)
% Cadre Management

»
%On Boarding

3
% Leave Management
9 Employee Self Service (ESST

F:‘i Workflow v

= Admin Section

]
% Employee Master -
-
= e-5R -
@ Pass e
Y
é Office Orders -

@ Career Events Update -

*\ Grievance -
[@] settlement -
'@' Transfer -

Willingness for Posting (Rly,
Bd.. RDSO, CTls, CRIS)

Home / Leave Management / Leave Application

[ New Leave Application

Employee Basic Details

Employee Type :

Date of Joining : 0

i= View Past Sanctioned

Current Application

Leave 1

Please Select

CASUAL LEAVE (CL)

RESTRICTED HOLIDAY (RH)

LEAVE ON AVERAGE PAY (LAP)

LEAVE ON HALF AVERAGE PAY (LHAP)

CHILD CARE LEAVE FOR SINGLE FATHER (CCLSF)

CHILD ADOPTION LEAVE(FATHER) (CALF)

COMMUTED LEAVE (COL)

COMPENSATORY CASUAL LEAVE (COCL)

EXTRA ORDINARY LEAVE (EOL)

FAMILY PLANNING LEAVE (FPL)

HQS LEAVING PERMISSION ON HOLIDAYS (LVHQ)

JOINING TIME (JT)

JOINING TIME ADDED TO LAP (JTLAP)

LEAVE NOT DUE (LND)

PATERNITY LEAVE (PL)

SPECIAL CASUAL LEAVE (SCL)

STUDY LEAVE (SL)

WORK RELATED /ILLNESS AND INJURY LEAVE (WRIIL)
i

I0R CLERK CUM TYPIST

L/ DIV, SCR
held at: GTLD
of Retirement : 30-06-2044

= View My Leave Balances

Nature of Leave : * Please Select R
Leave From : * L EN v
+ Add another leave

HQ Leaving Permission NO -

Required : *

Current Leave Balance : *

Leave Upto : *

Fk v @ Wroencsrio € Qe Orae

= My Leave Under Approval

AN ¥



STEP 4: Select type of leave you want apply from the list (Example here Casual leave (CL) is selected)

IR-HRMS

@ Dashboard

'.&,Cadre Management
'.&’On Boarding

'.&’ Leave Management

9 Employee Self Service (ESST

i‘:‘i Workflow h

= Admin Section

]
".& Employee Master h
-
= e-5R v
@ Pass v
[
E Office Orders h

BB Career Events Update v

ﬂ Grievance h
[@] settlement -
'@' Transfer v

Willingness for Posting (Rly;
Bd.. RDSO, CTls, CRIS)

Home [/ Leave Management / Leave Application

[# New Leave Application

Employee Basic Details

Employee Type:

Date of Joining : 0

= View Past Sanctioned

Current Application

Leave 1

Mature of Leave : *

Leave From : *

+ Add another leave

HQ Leaving Permission
Required : *

Yoy @ WRolenceTiD @D O Help OFAQ =

Please Select
CASUAL LEAVE (CL)

RESTRICTED HOLIDAY (RH)

LEAVE ON AVERAGE PAY (LAP)

LEAVE ON HALF AVERAGE PAY (LHAP)

CHILD CARE LEAVE FOR SINGLE FATHER (CCLSF)
CHILD ADOPTION LEAVE(FATHER) (CALF)
COMMUTED LEAVE (COL)

COMPENSATORY CASUAL LEAVE (COCL)

EXTRA ORDINARY LEAVE (EOL)

FAMILY PLANMING LEAVE (FPL)

HQS LEAVING PERMISSION ON HOLIDAYS (LVHQ)
JOINING TIME (JT)

JOINING TIME ADDED TO LAP (JTLAP)

LEAVE NOT DUE (LND)

PATERNITY LEAVE (PL)

SPECIAL CASUAL LEAVE (SCL)

STUDY LEAVE (SL)

WORK RELATED /ILLNESS AND INJURY LEAVE (WRIIL)
T

Please Select v
FN v
NO v

of Retirement :

= View My Leave Balances

Current Leave Balance : *

Leave Upto:

GTLD

30-06-2044

= My Leave Under Approval

AN v



STEP 5: for the very first time enter CL available to you (for open line staff 10, ministerial staff 8 like wise) in Current Leave Balance Text Box.

IR-HRMS = e @ WroenenD @ @Hap om

Employee Basic Details

) 2ok

(&) Dashboard Employee Type : Regular in NPS Scheme Lien held at : GILD

208 - Manaoemen

‘&’ Cadre Management Date of Joining : 02-02-2013 Date of Retirement : 30-06-2044

)

‘ﬁ‘ On Boarding

288 o Man . — — —
‘&8’ Leave Management im View Past Sanctioned Leave Details i= View Forthcoming Holidays = \iew My Leave Balances i= My Leave Under Approva

G Employee Self Service (ESSY

Current Application
aa Workflow T Leave 1
= E . .k - = Your Leave balance for CL is not yet updated. Please enter the current leave balance as on date. Please note that entering incormrect
= Admin Section - Nature of Leave : CASUAL LEAVE (CL) v y
i cer nols (€L balance may lead to rejection of leave application_and may imvit liad
‘ﬂ.‘ Employee Master - Current Leave Balance :
Eewk -
Leave From : * EN v Leave Upto : * AN [y
/'/" Pass v
E (Office Orders - + Add another leave
BH career Events Update - . . .
HQ Leaving Permission Required : * NO ~
‘; Grievance N
Ground on which leave applied : *
[@] settiement N
¥ Transf -
%> Transfer 4

[ willingness for Past Upload Supporting Document :

Bd., RDS0, CTls, CRIS)

oose file | No file chosen

3 service Request -
Forward Leave
Forward Application to * Please Select -
Search Range : SCR- GUNTARKAL {DIV)- PERSOMMEL Modify Search Range

Submit Application



STEP 6: Enter from date in Leave from and to date in leave Upto text box
STEP 7: select HQ leaving permission required ( if you want leave HQ select YES and follow step 8, if you don’t want leave HQ select No and follow Step 9)
STEP 8: Enter from date in HQ Leave from and to date in HQ Leave Upto dates and Ground on which leave applied to leave HQ.

STEP 9: type name or HRMS id of leave sanctioning authority in forwarded Application to text box ( if you are not aware of your leave sanctioning authority you can
select by clicking on Modify search range link)

STEP 10: click on submit application button.



IR-HRMS

@ Dashboard

@ Cadre Management

@On Boarding

.
Office Orders

BH Career Events Update -
’\ Grievance -
[2] settlement -
'::“ Transfer -

Posting (|

Bd. RDSO, CTls, CRIS)

‘:"g Servi

Willimgness fiou

Request

Employee Basic Details
Employee Type:

Date of Joining :

I View Past Sanctioned Leave Detailz

Current Application

Reguilarin MPS Scheme

02-02-2013

¢ Forthcoming Holidays

Lien held at :

Date of Retirement :

Jededs B WroleDETD € @Halp GF&\Q

GTLD

30-06-2044

fiew My Leave Balances

= My Leave Under Approval

Leave 1
Nature of Leave: * CASUAL LEAVE (CL) o Your ot yet updated. Please enter the curment leave balance as on
! rejection of les n,_and may i ppropr tion by the com utho
Current Leave Balance : * 3 \

Leave From: * 04/08/2023 N v Leave Upto: * 04/08/2023 AN

+ Add another leave
HQ Leaving Permission Required : * YES - Going for Ex India Leawe? : NO
HQ Leave From : * 04/08/2023 EM - HQ Leave Upto: * 04/08/2023 AN

\
Ground on which leave applied : * personal work
g e

Address : Q
Upload Supporting Document & Uplaad

Forward Leave

Forward Application to =

Search Range :

M. SELVAKUMAR [CISBGM) / DPO

SCR- GUNTAKAL (DIV)- PERSOMMEL

Modify Search Range

w

1 day
-
-

1 day



