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W Southern Railway

E' No:U/P.568/CP/HRMS WW/ Divisional Office,
PIFHGIRAT/ Personnel Branch,

1:|§§/ Madurai-625 016,

f& /Date:03.08.2023
All Concerned / MDU Division

fawa/ Sub: Implementation of Leave Module of HRMS — Reg.

T&/ Ref: 1 Rly Brd’s Lr.No. PC-VII/2023/HRMS/11 dt. 27.07.2023 (RBE 94/2023)
2 PCPO/SR Lr.No.P(R)420/P/Vol.IX. dt. 27.07.2023 (PBC 153-2023)

* % % K ok ok k

In terms of Railway Board’s letter cited above, with the launch of Leave module
of HRMS w.e.f 1% August 2023, all leave applications shall be processed only through

leave module of HRMS and manual processing of leave shall be discontinued w.e.f

1% August 2023 for all types of leave.

The following points may be noted.

-> From 1st August onwards Officers/Supervisors to sanction leave through HRMS only.

-> Supervisors to make entry in Muster only after the employee gets leave sanction in
HRMS.

-> Closing of muster and sending of leave statement to Personnel Department shall

continue till further orders.

-> Officers and Inspectors shall regularly inspect work spots regarding maintenance of
muster in consonance with HRMS leave module.

T Digitally signed

by T SANKARAN
SANKARA Date: 2023.08.04

Encl: As above N 04:35:44 -07'00'
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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
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STEP3: Select Nature of Leave from the list box
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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
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STEP 4: Select type of leave you want apply from the list (Example here Casual leave (CL) is selected)
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Employee Basic Details

Employee Type:
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Current Application
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Required : *
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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)
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= View My Leave Balances
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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.
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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:
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Current Application
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= My Leave Under Approval
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HRMS CELL

FLOW CHART OF LEAVE MODULE FOR NEW LEAVE APPLICATION

IF LAP, HLAP PROVISIONAL
LEAVE BALANCE IS SHOWING

FLOW S5AME PROCESS

LOGIN HRMS

1

CLICK ON LEAVE MANAGEMENT
¥

CLICK ON NEW LEAVE APPLICATION

1

CLICK ON NATURE OF LEAVE

1

SELECT = NATURE OF LEAVE LIKE

CL, RH, LAP, LHAP ETC

il

H IF CL, ENTER CL BALANCE

ENTER LEAVE FROM
DATE......ccccuiccee

n

ENTER LEAVE UPTO
DIRTE. i

i

ADD ANOTHER LEAVE IF
REQUIRED AS PER RULE

PERMISSION REQUIRED

|

GROUND ON WHICH LEAVE
APPLIED

YES/NO

e

FILL REASON FOR LEAVE

’_.

I

UPLOAD SUPPORTING
DOCUMENT IF REQUIRED

|

SELECT =+ FORWARD
APPLICANT TO

I

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

l

SUBMIT APPLICATION
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