
 

jkt&dkt ,Iyhds’ku ij Online Leave Apply djus dh izfdz;k 

1. SSO ID ls Login dj jkt&dkt ij Click djsaA 

2. L.H.S. iSuy ij “Employee Corner” ij Click djsaA 

3. R.HS. esa Åij fn,s x;s Menu esa Leave ij Click djsaA 

4. blds ckn “Manage leave Hierarchy” tkap ysosaA blesa CL, HQ, RH vkfn gsrq 

Recommended Authority, Approving Authority ,oa Mark to lgh gks ¼orZeku 

ifjis{; esa½ vU;Fkk izR;sd dks viMsV djuk gksxkA 

Leave Hierarchy Updation dh izfdz;k tks vkids Loa; ds }kjk gh dh tkrh gS%& 

1. CL,  RH, PL, HQ gsrq izR;sd ds fy;s viMsV dk;Zokgh i`Fd ls dh tkuh gSA 

2. L.H.S ds     Check Box dks Select dj viMsV cVu ij Click djsaA 

3. ubZ Window vkus ij lgh vf/kdkjh dks in o uke ls lpZ djsaA 

4. izkIr uke dks     jsfM;ks cVu esa p;u dj viMsV djsaA 

 
 

5. ;fn fcUnq 4 esa Hierarchy lgh gS rks Åij nh xbZ Menu esa “Apply for Leave” ij 

Click dj vkxkeh dk;Zokgh Leave Type, Start Date-End Date, HQ Permission leave 

Reason vkfn Hkjdj Submit djsaA blls Leave Apply dh izfdz;k iw.kZ gksxhA 

6. vU; Menu, Leave  balance, Track Leave vkfn Menu esa tkdj viuh lwpuk,sa 

ns[kh tk ldrh gSA 

7. Loa; ds ikl Approval gsrq Leave vkids Inbox/ Leave esa vkrh gS tgkW ls bls 

Forward, Approved, Reject vkfn fd;k tk ldrk gSA 

8. jkt&dkt dh Leave Application App, Play Store ij Hkh **jkt&dkt** uke ls 

miyC/k gS ftls vklkuh ls Download dj Login mijkar Mobile }kjk Use fd;k 

tk ldrk gSA 

9. mDr dk;Zokgh esa fdlh rjg dh rduhfd leL;k gsrq vkbZ-Vh- ’kk[kk ls lEidZ 

djsaA 
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