
 

 

 

 

 

 

 

 

 

 



PR Initiation: [ Self / Others ] 

 

 

This is PR Initiation Screen used by  Employee  for initiating PR process for  self  and  Others of his 

department only , if there is single punch or no punch for a particular day . 

 

 
 

Click On Search. 

 

Full Day 

Absent 



 

 

1. Enter InDate & Time (AM/PM) or OutDate & Time (AM/PM) as per your requirement. 

2. Select Remark from Listed Reason. If Not available select Others to enter in the Remarks. 

3. Then Save /Final the Record. 

4. Take a PrintOut of the PR for approval. 

 

On Submission of PR-Initiation hard copy to his Section I/c ,  Section I/c will sign on the hard copy 

and forward it to HOD  for final approval in case of single punch.  Section I/c will also update the 

same in the online system. Besides, approving on the hard copy, HOD will also approve in the 

system.   

In Case of No punch ( No In Punch and No Out Punch) or PR – initiation done more than 4-times in a 

salary month HOD will forward the PR to concerned GM for final approval on the hard copy as well 

as in the system. GM will approve on the hard copy and also in the system . The Employee will carry 

the PR hard copy and submit it in time office for final acceptance through the system. 

 


