Time Office/Sys. Administration Manual for Leave Application

Systems

Direct Entry by Time Office

Menu Navigation: Leave Applications -> Leave Entry by TO

& apply - Intemnet Explorer

Step-1: Click here to select the
required application Type
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Step-2: Enter Personal
No of the applicant

Step-3: Click here to retrieve the
details of the applicant
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Step-4: Select Application Date

Step-5: Choose the applicable from the Calendar

Leave Type

Step-7: Enter Leave End Date

Step-8: Click here to add one
leave entry. If there are other

Purpose of leave('k | Step-9: Enter Purpose of Leave

leave types in a single
application, Repeat Step-5 to

Leave Address(’):

Step-10: Enter Leave Address

Step-8 for each leave types
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Step-11: Enter Phone No. (During leave
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| o
{Mied - |

J Step-12: Choose applied response to this question
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Step-13: Click here to edit the recommending
officer if the shown value is other than the value
mentioned in the application

Step-14: Click here to edit the sanctioning officer if
the shown value is other than the value mentioned
in the application

Step-15: Click here to Submit/Save the application

Step-16: Click here reset the application entry form

Step-17: Click here to close the page




Leave Credit / Debit

Menu: Leave Applications -> Process Leave Credit/Debit

@ NALCO Applications - Internat BExplorer
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Step-1: Select Credit/Debit

Lzave Credit/Debit

Step-2: Select Unit
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Step-4: Select Processing Year

| Step-5: Select Processing Month

Step-6: Click here to execute the Process
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Help Desk Master

Menu: Leave Applications -> Help Desk Master
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Step-1: Select Unit

Step-2: Select the Department

Step-3: Enter the Personal No. of the Help
Desk Employee

Unlt Nama Dapartmant Nama Employea Persne. a
Step-4: Click here to add the record
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