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1. Introduction

The objective of Leave Management Module of Raj-Kaj (Integrated Raj e-Office) application is to
automate Leave Management process of an employee belonging to State Government Departments/PSUs.

2. User Roles

Based on the below mentioned user roles, access rights will be given. A description of various roles is as
follows:

Sl. Term Meaning
1. Recommending  Immediate supervisor/Reporting officers(s) of the applicant, who forwards
Authority the request with his comments to Approving Authority for further
decision.
2. Approving Authority who approves/rejects the leave request after it has been received
Authority by the Recommending Authority.
A Recommending Authority and Approving Authority can be the same
officer.
3. Mark To Dealing official (Establishment Section) responsible for record keeping
and maintaining employee personal files.
4, Intimation To Other employee(s) needed to be informed regarding the leave details of the
(optional) applicant.
5. Leave Group Leave group comprising of employees at different levels formed as per the
workflow requirement for processing leave requests and maintaining
records.

Pre-requisites

Before an employee can start applying for leave, following are the pre-requisites:

e Leave balance should be updated (already done at the level of concerned Establishment Section)

e Leave approval hierarchy should be configured for that particular leave type (already done at the level
of concerned Establishment Section)

If the leave balances/approval hierarchy of an employee are not updated/configured, then employee may

contact the concerned Establishment Section for updating leave balance and configuration of leave
approval hierarchy.
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3. Accessing Raj-Kaj

Using the credentials (SSO Username & Password) user is required to login on SSO portal
https://sso.rajasthan.gov.in/signin, The ‘Raj-Kaj’ icon will appear as under:

y RAJASTHAN SINGLE SIGN-ON (SSO) 555 RAESHEDOIT | @ )
¢ GOVERNMENT OF RAJASTHAN '
= [ v Active Apps Quick Search Q swreeeview @D
& ‘0 5
Y/ " & T
a ],s. s , .I ‘3" T
[P BCE
g BSBY DCEAPP DMRD RAJ E-OFFICE RAJ E-SIGN
Luad . | P,
( /’ . 'f ﬁ_“ﬁ_r'z’a7 \
¢ RS Y,
'Y RAJ SAMPARK MADARSA MJSA RURAL SIPF SMCDH

User can also access the Raj-Kaj application by downloading the Raj-Kaj app from the Google Play
Store.

4. Features and Functionality for Employee (as applicant)

On clicking Raj-Kaj, user reaches the Raj-Kaj page as under:

=)
Ce Y ST
Cwd BT
-
Worklist Files Room
Intimations Applications
Communigue Monitoring

A user can perform following leave related functions through this module:

Apply for leave: User can apply for various types of leaves

My leave balance: User can check leave balances

Manage leave: User can apply for cancellation or modification for already applied leaves

Manage leave hierarchy: User can manage his leave approval hierarchy (this functionality has been
provided to user also)
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Path:: Raj-Kaj = Applications = Employee Functions = Leave

w Worklist ®., Files Room n

Applications

Fitter |

& Employee Functions
%y Employee Information System
% Claims Management

W Tour & Travel

WZQO—A>F0—-—roo>

% Mo Objection Certificate

|F 1y Leave I

= ‘% My Leave Balance

|— % Apply For Leave

|— ¥ Manage Leave

|_ . 4 Manage Leave Hierarchy

4.1.Apply for leave

Path:: Raj-Kaj = Applications = Employee Functions = Leave - Apply for Leave

1. Select whether it is a combination leave or not. While applying for combinational leave, user can
combine only those leaves which are allowed to be combined as per Rules. For applying for only

one type of leave, select ‘No’
2. Select the leave type from the available options.

Apply For Leave

Combinational Leave Yes ® No

Leave Type” Please Select i

Casual Leave

WEO—=FO0—CTOR

Half Pay Leave

Head Quarter Leave
Leave Mot Due

Privilege Leave
Restricted Holiday Leave

Special Casual Leave

Special Leave

3. Based on selection of leave type, relevant form will get displayed for furnishing requisite details.
4. User will be required to furnish requisite details. User will have the following features:
e In case Leave Start Date and/or Leave End Date is a half day, then tick mark the option
Second Half and/or First Half next to Start Date and End Date. User can view the Holiday list
by clicking “Holiday List”
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e Select Head Quarter permission (if User is required to travel away from Head Quarter) and
provide Start Date and End Date for HQ permission

e Optional: User may also propose other officer to whom additional charge be assigned during
his/fher leave period. This feature is also provided to ‘Recommending Authority’ and
‘Approving Authority’.

e Optional: User may attach relevant document as support document for availing that leave.

® | Leave Details
A —
: Sub Leave Type Please Select v
. [
é Balance 1250 Leaves Awaiting Approval 1.00
- Start Date * 27-5ep-2016 M| ¥ Second Half End Date * 30-5ep-2016 | | @ First Half
! i =)
g Total No. Of Leave Days ( Holiday List ) 30
& Contact No_ * (0141 23545879 ]
Prefix Yes ® No Suffix 9 Yes ® No
# Head Quarter Permission
Add Ro
Start Date End Date Delete
27-Sep-2016 =} \ :7\ 30-Sep-2016 0| 8 ®
I To attend family function in New Delhi
Leave Reason
House No 42, Lodhi Road, New Delhi
Address *
Do you want to propose Additional Charge? Yes ®INo
Attachment
Leave Hierarchy
Recommending Authority Sh. Ratan Lal Lahoti (Divisional Commissioner, DIVISIONAL COMMISSIONER Jadhpur)
Approving Authority ggugg; rg:'aizg)Meena (Chief Secretary, Chief Mark To Mr. Ratnesh Kumar Sharma (Section Officer. A-1)
Send Intimations To:
Click here to change intimations Intimation Details

5. On clicking ‘Submit’, Button leave request will be forwarded to the ‘Recommending Authority’
as configured in Leave Approval Hierarchy flow. Accordingly, message will be displayed as
under:

Fant Size v % chat % Language v

lick, Collector & District Magi

Integrated Raj eOffice
Pt Government of Rajasthan

e e

Total No. Of Leave Days ( Holiday List ) 1

I —
P Contact No. * 08263534222 |
5 et S
B Prefix Yes ® No Suffix Yes ® No
ﬁ Head Quarter Permission
T
I
0
'; Leave Reason Srees X
Privilege Leave request is submitted to Sh. Ratan 4
P — Lal Lahoti (Divisional Commissioner,
Bty DIVISIONAL COMMISSIONER Jodhpur)
Address * “
<)
Do you want ta propose Additional Charge? Yes @ No
Attachment

4.2.My Leave Balance
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Path:: Raj-Kaj = Applications = Employee Functions > Leave - My Leave Balance

1. User can view his details regarding various types of leaves through this screen. Availed Balance
shows leaves taken in Current Year.

E My Leave Balance Details
E Click on Leave type to apply particular leave
IL Availed Balance shows leaves taken in Current Year
c Click here to Track Leave
‘; Leave Type Availed Balance Remaining Balance Leaves Awaiting Approval Current Balance
° Casual Leave 6.00 7.00 2.00 8.00
H Half Pay Leave 0.00 20.00 0.00 20.00
Privilege Leave 12.00 17.00 1.00 15.00
Restricted Holiday Leave 1.00 2.00 0.00 2.00

My Leave Balance Details

30
5

=200

3

g1 |
1047 t

Casual Leave Half Pay Leave Piivilege Leave Restricted Holiday
Leave Type

W Avaled Balance M Leaves Awalting Approval ® Remaining Balance

2. Click on Leave Type to apply for particular leave.

3. Click on Track Leave to check status of all leaves applied by the user.

Font Size v # Home  &¥ Settings " Chat “~Llanguage v ., Logout

& o Welcome Sh. Bishnu Charan Mallick, Collector B Distric Magistrate(Collec
s Integrated Raj eOffice LavtLoginDele 00-0ee 2016 1154 Pasaworaverazghs Your session wil expie In 57207
%, . Government of Rajasthan

Track Leave X
‘w Worklist

2 My Leaves Request

t Name: Sh Bishnu Charan Mallick, Collector & District Magistrate RD rack | eave
i

s Total Records : 22

T

| |- 2| > [1-20/22]

o

- No. of Pending Approved/Rejecte,

s Leave Type <+ StartDate: End Date ¢ Da-ys ] Status ¢ Lying with = since d By ] Request No. ¢

Sh. Ratan Collectorate
N Approved Sh. Manoj _ Laﬁul\ Divisional Jodhpur/Collector &

PP! Maheshwari{Incha 0 District
Magistrate/2016/38104
Collectorate
Jodhpur/Collector &
District
Magistrate/2016/38105
Collectorate
29 Aug 29 Aug ~ R R Jodhpur/Collector &

2016 2016 1 |Cancelled District
Magistrate/2016/38241
Collectorate
Jodhpur/Collector &
District
Magistrate/2016/38282

10 Aug 10 Aug

1 Casual Leave 2016 2016

Commissioner, DIVISI(

Sh. Om Meena, Chief
Secretary, Chief
Secretary Offi

16 Aug 16 Aug
2016 2016

Sh. Manoj

2 privilege Leave Maheshwari{Incha

1 Approved

3 Privilege Leave

Mr. Ratnesh Sh. Om Meena, Chief
Approved Sharma(Incharge] - Secretary, Chief
OfficenA-1 Secretary Offi

05 Sep 05 Sep

4 Privilege Leave 2016 2016
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4.3.Manage Leave

User can apply for cancellation, partial cancellation or modification of leaves through the following:
Path:: Raj-Kaj = Applications - Employee Functions - Leave - Manage Leave

1. Select appropriate option i.e cancellation, partial cancellation or modification as available on the
form.

2. Previous leave records will be displayed on the bottom part of the screen. User may select the
relevant record which he wishes to cancel /partial cancel /modify.

3. Leave cancellation process:
o Approved leave request:

o If leave request is approved and leave date is passed/not passed, in that case,
cancellation request will go through same channel of selected leave for approval of
cancellation request. Once the cancellation request is approved by approving
authority, the leave will be cancelled and leave balances will be updated accordingly.

e Pending leave request:

o Date Passed: If leave request is in pending status, and leave date has passed, in that
case cancellation request will go through same channel of selected leave for approval
of cancellation request. Once the cancellation request is approved by approving
authority, the leave will be cancelled and leave balances will be updated accordingly.

o Date not passed: If leave request is in pending status and leave date has not passed,
leave request gets cancelled and system will send intimation to ‘Recommending/
Approving Authority’

= Leave Cancellation © Partial Leave Cancellation © Leave Modification

Leave Request with status Pending/Approved can be applied for full Cancellation

mZo—-4B0-rTT®

Selection Parameters

Leave Type Please Select 3

Leave Start Date E Leave End Date

Leave Cancellation Form

a s a o Total No. Of Leave .
Leave Type = $ End Date s : Days(Holiday List) ° Request Number

Casual Leave 03 Jun 2016 03 Jun 2016 06 Jun 2016 0.50 TechnicallADI2016/37253 Pending
Casual Leave 11 Jul 2016 11 Jul 2016 09 Jul 2016 0.50 Technicall/AD/2016/37572 Pending
Casual Leave 26 Jul 2016 26 Jul 2016 27 Jul 2016 0.50 Technical/AD/2016/37850 Approved
Casual Leave 27 Jul 2016 27 Jul 2016 27 Jul 2016 1.00 Technicall/ADI2016/37851 Approved
Casual Leave 27 Sep 2016 30 Sep 2016 22 Sep 2016 4.00 Technicall/AD/2016/38325 Pending

Leave Cancellation Reason *
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4. Partial leave cancellation: Only Approved leaves can be Partially Cancelled.

Leave Cancellation @ Partial Leave Cancellation © Leave Modification

Leave Request with status "Approved’ can be applied for Partial Cancelation

Partial Leave Cancellation

Leave Type Please Select

wZO—En—F DR

Leave Start Date Leave End Date

(e I e

Partial Leave Cancellation Form

Total No. Of Leave
Days(Holiday List) = Request Number Leave Status

Leave Type Start Date Request Date

Casual Leave 26 Oct 2016 26 Oct 2016 25 Oct 2016 1.00 "‘“"e"c°”“:‘°3’§m“” urf2016- Approved

Collectorate Jodhpur/Collector &
Priviege Leave 14 Sep 2016 16 Sep 2016 14 Sep 2016 3.00 Dlstiict Manistrate/201 6736307

Collectorate Jodhpur/Collector &
Casual Leave 28 Sep 2016 28 Sep 2016 08 Sep 2016 1.00 Distiict Monistrate/201 6736296

Collectorate Jodhpur/Collector &
Casual Leave 08 Sep 2016 03 Sep 2016 03 Sep 2016 1.00 District Magistrate/2016/36295

Collectorate Jodhpur/Collector &
Casual Leave 13 Oct 2016 14 Oct 2016 06 Sep 2016 2.00 District Magistrate/2016/36287

Lollectorate JodhpuriCollector &
Casual Leave 10 Aug 2016 10 Aug 2016 10 Aug 2016 100 Callestarate Jadhouréollector &

District 38104 Approved

Approved

Approved

Approved

Approved

5. Leave Modification: Only Pending leaves can be Modified.

A

; Leave Cancellation  Partial Leave Cancellation ® Leave Modification

L || Leave Request vith status ‘Pending' can be modfied

% ||| setection parameters

T

g Combinational Leave Yes ® No
N

s Leave Type Please Select

Leave Start Date Leave End Date

Leave Details

Leave Type Start Date Request Date Total No. Of Leave Days & [T — [T—
Priviege Leave 15 Dec 2016 15 Dec 2016 10 Dec 2016 1.00 Wm Pendirg
Casual Leave 20 Dec 2016 20 Dec 2016 08 Dec 2016 1.00 Wm Pendirg
Priviege Leave 27 Dec 2016 27 Dec 2016 07 Dec 2016 1.00 %‘M Pendirg
Casual Leave 13 Dec 2016 13 Dec 2016 07 Dec 2016 1.00 W‘M Pendirg
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4.4.Manage leave hierarchy
Path:: Raj-Kaj = Applications - Employee Functions - Leave - Manage Leave Hierarchy

1. Leave Hierarchy screen will display the active hierarchy records of the user. User can Add,
Update or Deactivate the Hierarchy.

Integrated Raj eOffice

Employee Name : Recommending Authority s Approving Authority 3 Mark To
" ictrice Sh. Ratan Lal Lahoti (Divisional X
]  Sh-Bishnu Charan Mallick (Collector & District 2 AN tonAL B Sh.Bhaskar Astmaram Sswant (Seeretary To M. Ratnesh Kumar Sharms (Section Officar, 0 Lemve
Magistrate, Collectorate Jodhpur) Jodhpur) . Department of Personnel) A1)

Sh.Bishnu Charan Mallick (Cellector & District S Ratan Lal Lahat [Divisional Sh. Om Prakash Msens (Chisf Secratary, M. Ratnesh Kumar Sharma (Ssction Officar
0 C DIVISIONAL Ci ) et

Magistrate, Collectorate Jochpur) Jodhpur) Chief Secretary Office

oo e

2. Click Add to add a Hierarchy. Leave types where the Leave Hierarchy is not configured will be
shown in red color.

3. Incase of All India Services, leave hierarchy can be configured based on number of days.

4. Select Leave Type (s), search and add Recommending/Approving Authority, Send Intimations To
and Mark to authority. In case of multiple Recommending Authority, user can add by clicking on
the plus (+) sign

5. Click on save to save the leave hierarchy for the particular type of leave(s).

- e Offic
- * Manage Leave Hierarchy
Employee Name Bishnu Charan Mallick (Collector & District Magistrate Revenue Department);
A
P || Only active hierarchy records wil be dfl Process ®Leave O Leave Encashment
F
L Leave Type * CL O HPL ) HOL [ LND O PL () RHL J SCL @ SL
i
2 Do you want to configure Leave
g Hierarchy day wise? Yes @ Ne
! ““N s Recommending and Approving ual Leave Leave
’; Authority same 7
jcklf Recommending Authority * Enter min 3 chars & press enter yilegs Leave —
Approving Authority * Enter min 3 chars & press enter »
Send Intimations To: Enter min 3 chars & press enter »
Mark To * Enter min 2 chars & press enter »
Is Qutside Department Group
Group »
Legends:
CL - Casual Leave HPL - Half Pay Leave HQL - Head Quarter Leave
LND - Leave Not Due PL - Priviege Leave RHL - Restricted Holiday Leave
SCL - Special Casual Leave SL - Special Leave
B Leave Hisrarchy already configured Bl Leave Hierarchy not configured
Types of Leave under Special Leave

5. Features and Functionality for ‘Recommending Authority’
A ‘Recommending Authority’ is the immediate supervisor/Reporting officers(s) of the applicant, who

forwards the request with his comments to the ‘Approving Authority’ for further decision. Any leave
request which has been submitted to the ‘Recommending Authority” will be available in the Worklist.
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Path:: Raj-Kaj = Worklist

q

q
)

)

O

Worklist Files Room
Intimations Applications

0

Communigue Monitoring

A user can recommend various leaves and forward to the next level and use delegation function to
delegate work or act on work delegated to him.

1. Click on particular leave request to open the file.

Create File Forward Approve Reject Return Send Tow  Preferred List

Worklist > Inbox > Files

Search records Where xi \o ot onafield |~ | Contains v || »

Sent /
File No. Description 3 e F;ﬁ::aut 3 From <+ Received Read On Quick Actions
= Date
Privilege Leave request of 22 May
Leave/DolT & C/Technical Suneel Chhabra, Additional . Sh.Suneel
U Zoi7-41408 Director - 18-Sep-2017 to Technical Chhabra fg,lg? m | »"00
22-Sep-2017 (5 day(s)) '
. 18 May
NOC/DolIT & C/Technical NQC - Passport Sh. Suneel N . 5h.Suneel 18 May 2017
U j2017-a1475 Chhabra (Additional Director)  'echnical Chhabra fg}fg py | 11:22PM »eQ00
12 May
Vehicle/DoIT & C/Establishment  Request for personal vehicle N Mrs Archana
U j2017-41400 Est Establishment | gparma 2017 - ”00
04:34 PM
. 12 May
Leave/DolT and C/M0H - Sh.Suneel 12 May 2017
U Zoi7-a1403 HFEHE FAFA FT g Technical Chiabra fg,ljs aq 11349 AM »00

Click on particular leave
request to open the file

2. Click on ‘Noting Tab’ to view/add noting.
3. User (Recommending Authority) can take any of the following actions:
e Click on ‘Forward’ the request to next level (next level can be the ‘Recommending
Authority” or approving, depends upon the hierarchy configuration).
e Click on ‘Return’ to return the request to the user from whom it has come.
e Click on ‘Send to Group’ to send the leave file to any of the Group member.

Page 11 of 16



Leave Management Module - Help

Main File File Details Summary All Notings Add Noting Previous Notes Notes Attachment

Special Leave ( Hospital
Leave )

Leave Type
Para 1
Start Date * 04 Oct 2016 End Date * 08 Oct 2016 d-
Total No. Of Leave * -

Days ( Holiday List ) 5.00 Contact No. 9810604863 Rajesh Meena

Leave Reason Hospital leave Informatic Assistant, Technical

23 Sep 2016 10:56:13
Address Jaipur P

Proposed Additional Charge History

Sr
- ¢ Applicant Post:  Additional Charge To *

No Records Found

Propose Additional Charge

No Applicant Post Additional Charge To Remarks

1 Sh. Raesh Mesna (A Technical) Enter min 3 chars & pressent ||

| O CT e

6. Features and Functionality for ‘Approving Authority’

The ‘Approving Authority’ approves/rejects the leave request after it has been received by the
‘Recommending Authority’. A ‘Recommending Authority’ and ‘Approving Authority’ can be the same
officer. Any leave request which has been submitted to the ‘Approving Authority’ will be available in the
Worklist.

Path:: Raj-Kaj = Worklist 2 Inbox - Files

A user can approve/reject various leaves. He can authorize someone to work on his behalf by using the
delegation function.

1. Click on particular leave request to open the file.

2. Click on ‘Noting’ Tab to view any noting on the file, add remarks by clicking on ‘Add Noting’ After
putting the remarks, can Approve/reject/return the request (or authority can send leave request within
the group also).
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File Details Summary All Notings Add Notin ) Previous Notes

Notes Attachment

Days ( Holiday List )
Leave Reason

Leave Details
Para 1
Leave Type Casual Leave Sd-
Start Date " 16 Sep 2016 End Date * 16 Sep 2016 Lo S
Total No. Of Leave 4 g Contact No. - 987346463434 Clerk Grade , Establishment

16 Sep 2016 16:09:38

Para 2

Proposed Additional Charge History

Sd-

¢ Applicant Post:

Additional Charge To ¢

Suneel Chhabra
AD, Technical
16 Sep 2016 16:12:36

¢ Remarks:

4 Ms. Archana Sharma (CLERK
GRADE- Establishment)

Additional Charge To Remarks

Enter min 3 chars & press ent :]

| =0 e

SenitoGrom ] 5

3. Click on either one of the following actions to:
e Click on ‘Approve’ button to approve the request with or without comments. Accordingly, the

leave request will be approved and notifications will be sent to the concerned.

o Click on ‘Reject’ to reject the request. Relevant notifications will be sent to the concerned.

e Click on ‘Return’ to return the file to the user from whom it has been received.

o Click on ‘Send to Group’ to send the leave file to any of the Group member. All members of the
Group will be listed as under:

8 Send Within Group x

day List )

History

© Ms. Archana Sharma (CLERK GRADE-I),Establishment
© sh. Vijay Yadav (CLERK GRADE-T},Establishment

© sh. Girraj Prajapati (1A), Technical

© Ms. Neha Verma (IA),Technical

@ Ms. Rekha Gargiya (IA), Technical

(@ Ms. Manisha Rathore (CLERK GRADE-II),Establishment

© (CLERK GRADE-II),Establishment

7 Sh. Surender Kumar (CLERK GRADE-II),Establishment

jtary to G
nunicatiof

hissioner, De|
nunic

tary to Govel

D sh. Jai singh (HOO),Establishment
O sh. Hari Khangarot (IA), Technical

(© Sh. Ravindra Tanwar (IA), Technical
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7. Additional Functionalities

In addition to the above-mentioned functionalities, user can use the following:

1. Delegation: The functionality of delegation can be used by a user to delegate work to a
peer/subordinate.

Path:: Raj-Kaj = Worklist - Delegation

[+] @ Inbox

&y Create File

[+] @y Outbox

[=] @y Delegation
I— & Delegated By Me
I— & Delegated To Me
- & Delegated Worklist

& My Draft Template

e Delegated By Me:

e Click on Delegated By Me to delegate work.

e User can click on New to select the module which his wants to delegate along with the
dates of delegation.

e On the bottom part of the screen, user can view the details of all the modules which have
been delegated by him.

e User can also see the status of delegation: Active/Inactive
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Foom ' Dashboard [ Knowledge Bank  [J] Management Info. System

Delegation Details

Delegator * '05D{Department of Information Techr W Delegatee * Enter min 3 chars & press enter »

Subject * ]ﬁ

Delegation Start Date = 10-Dec-2018 [ Delegation End Date * )

R

Leave Application Tai Singh(0SD) LT 23 Sep 2016 29 Nov 2018 INACTIVE
Leave Encashment Request Jai Singh( Suneel Chhabra 17 Sep 2016 21 Sep 2016 INACTIVE
Performance Appraisal Repart | Jai Singh( Rajesh Meena( 06 Sep 2016 INACTIVE
Telephone Bill Reimbursement | Jai Singh(0S Rajesh Meena(L 02 Sep 2016 INACTIVE
Performance Appraisal Repart | Jai Singh( Rajesh Meena(Ia) 02 Sep 2016 INACTIVE
Leave Cancellation Jai Singh(0SD) :?::]:a"ﬁ'f DADHICH(Informatic 02 Sep 2016 16 Sep 2016 INACTIVE
NOC For Passport Tai Singh(0SD) Archana Sharma(CLERK GRADE-T) 02 Sep 2016 14 Sep 2016 INACTIV

NOC for Competitive Exam Tai Singh(0SD) Archana Sharma(CLERK GRADE-T) 02 Sep 2016 14 Sep 2016 INACTIV

A FEDOE

o Delegated To Me: User can view the list of processes delegated to him along with dates and
status.

Knowledge Bank  [J] Management Info. Sy:

Worklist > Delegated To Me
Search r2cords Where 4 joact one field | w | (Contains

~E ]

e Start Date

Leave Application suneel Chhabra(AD) Jai Singh(0SD) 02 Sep 2016 08 Sep 2016 ACTIVE
NOC for Competitive Exam Suneel Chhabra(AD) Jai Singh(0SD) 02 Sep 2016 15 Sep 2016 ACTIVE
NOC For Foreign Visit Suneel Chhabra(AD) Jai Singh(0SD) 02 Sep 2016 15 Sep 2016 ACTIVE
NOC for Higher Studies Suneel Chhabra(AD) Jai Singh(0SD) 02 Sep 2016 15 Sep 2016 ACTIVE
NOC For Passport Suneel Chhabra(4D) Jai Singh(0SD) 02 Sep 2016 15 Sep 2016 ACTIVE
NOC For Passport Alkhil Arora(Commissioner) Jai Singh(0SD) 02 Sep 2016 08 Sep 2016 ACTIVE
NOC for Competitive Exam Akhil Arora(Commissioner) Jai Singh(05D) 02 Sep 2016 08 Sep 2016 ACTIVE
NOC For Foreign Visit Akhil Arora(Commissioner) Jai Singh(0SD) 02 Sep 2016 08 Sep 2016 ACTIVE
NOC for Higher Studies Akhil Arora(Commissioner) Jai Singh(0SD) 02 Sep 2016 08 Sep 2016 ACTIVE
Leave Application Akhil Arora(Commissioner) Jai Singh(0SD) 02 Sep 2016 03 Sep 2016 ACTIVE

o Delegated Worklist: User can view and work on all the delegated work at his delegated
worklist as per the process, period of delegation and role of delegator.

Pending Leave Details: Through this functionality user can prepare and print the list of pending
leaves Lying with a particular authority for further actions.

wZO——pO-—rDOE

User Manual Knowledge Bank ] Management Info. System

Pending Leave Details

Employae Search

‘ Officer Mame Sh. Om Prakash Maena (chief | & % ‘

Generate/View Order

& pttach File(s) [Max: 1 Altachment of 15 MB] [Allowed Types: XLS, XLSX, DOC, PDF, ZIF]

1 Approved o
No records found
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3. Pull Leave Request: This functionality can be used by members of 'Leave Group'(Establishment
users) to pull a particular request and forward it to any level for further actions.

Pull Leave Request -

A

£ ||| search Request(s)

L

: 2 »
¢ |||| Appointing Department - Department of Personnel Posted In Department

A

T

| Service Type * All Indis Servicas ~ Cadre Plaass Selact
o

N

s

[~]
Emploree Narme . Process Name T——

Employee Name ¢ Lying With B 3 Request Date  * Leave Type
2% (sg]‘e’;;“rma:‘;gﬂ:";ﬂ‘;’:gl‘olm“' On Special Duty glg‘:&ﬁ;’;ﬁmim:“"“" Secretary To Government, Leave Application 09-Dec-2018 Privilege Leave Leave/DOP/2016-38994 )
L I C o o e SSSSSg
28 nsn'fasfﬁgt”e?S3@!‘?.13"‘5ﬁﬁﬁé'i?,'ﬁ?.ﬁn[éfﬂ“ B g‘;:'t?;?é:z;"mnzawant Secretary To Government, Leave Agplication 09-Dec-2016 CasulLeave Lea‘m/CuHect&t;;udhguerm 3 =
20 ;sﬂr;ss;rr\:;?g:‘r;g‘mg:lflbx.?:lpleuit%gnl:itlrm Sh. Om Prakash ieen, Ctief Secretary, Chef Secretary Leave Applcation 07-Dec.2016 Priviege Leave Leaua/cnﬂem&lﬂnngwfzm 6 =
0 hsﬂi;?;pgre?g:[égtmxljbt‘?;lpleuii%:hlgu»srtlmi giﬂ;;}g;?g:rasrzmes‘awant Secretary To Government, Leave Appiisation 07-Des2016 Casual Leave Lea‘twtu\\ect&t;;udhgun‘zm 3 2

8. Support

For issues related to Leave balance update, | For any application related issues, contact:
hierarchy mapping etc, contact:
Email: support.eoffice@rajasthan.gov.in
Concerned Establishment section Ph: 0141-5153222 (Ext 21304. 22281)

IP: 21304, 22281
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