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1. Login Screen 

 

Enter username and password to login to the portal and click “Login” button. 

2. Dashboard 

 



3. Check Application Status 

 

 

 

Check the new or pending applications from here and take necessary action 
(View/Edit/Forward/Reject). 

Applications will be removed from the list once action has been taken. 

 

 



4. View Application Details 

 

 

 

Click on the “View” link, associated with each application, to view the details of 
any applied leave. However, the remaining leave details of the applicant are 
shown here along with the application. 

 

 

 

 

 

 



5. Edit Applicant’s Leave Details 

 

 

 

Change the date range (From/To or both) to edit any leave application. 

Note: Only the “From” and/or “To” date can be changed from “Edit” option. 
Other details will remain same and unchanged. 

 

 

 



6. Take Action (Forward or Reject) 

 

 

 

Choose option from drop down to either “Forward” or “Reject” any application. 

Rejection of any application requires “Comments”, which is mandatory to 
perform this action. 

Note: There is another option “Query”, which will be available in “Action” link 
from the level of “Personal Section” onwards. HOD will not get this option. 

 

 

 

 

 



7. Application Workflow 

 

 

Above option will show the list of applications that are already processed and 
final approval has been taken.  

You can track applications from here after final approval or rejection of any leave 
application.  



8. Track any Application 

 



You can view the approval flow of any application from “Track Application”. The 
details of action taken for an application, or any query-reply made on it, or 
whether any application has been modified or not, can be easily found here. 

 

9. Edit Application After Final Approval 

 

This section is very important for those applications that have made any mistake 
while applying the leave. If any applicant mistakenly submitted any wrong date 
range, then this problem can be addressed from here. 

Note: This is only available after final approval or rejection of any leave. 

Also note that: Only the “From” and/or “To” date can be changed from “Edit” 
option. Other details will remain same and unchanged. 

 

 



10.  Query – Reply Section 

 

 

 

This section shows “Query or Reply” if there exists any, regarding any leave 
application. This list becomes empty when all Queries and Replies are responded.  

 

 

 

 

 



11.  View Queries and Replies 

 

 

You can take action i.e., reply any query after viewing the application from Query-
Reply section.   

Click on the “Reply” button corresponding to any query, to give a reply. 

 

 

 

 

 

 



12.  Change Password 

 

Type a new password and then re-enter the new password to confirm it. Finally 
click on “Submit” button to save the change. 

 

13.  Logout 

 

 


