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Annexure-A 
 

 

      GUIDELINES FOR ON-LINE LEAVE 
 

Online Leave Application Module is made live from 1
st
 December 2016 for all 

employees of Pay Gr. I, II and III of MSEDCL.  

 

For new users of HRMS: 

User id: CPF no. (without proceeding 0) 

Password: welcome 

 System will enforce users to change this password after logged in first time. 

 

Responsibility Name:-  Online Leave Application 

Link name:- Leave Request Search Page 
 

 
 

On clicking “Leave Request Search Page”, following page will appear:- 
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In above page, you can click on GO button to check status of applied leaves:-  
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Regarding Updation or Deletion of leave: 

1. Employee can also update and delete leaves before it is approved by sanctioning authority, 

provided that leave period is not a past period.  

2. For past period, leaves cannot be updated or deleted if the status of leave is “submitted” or 

“recommended” or “approved”.  

3. Employee can delete past period leave if it is “Not recommended” or “Not approved”.  

 

To apply for a leave click on create button. It will open following page:- 

 
 

Here you can select leave code means type of leave which is to be applied, From date, to date and 

reason for leave.

 
 

And then click on save button.  
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If you want to apply for leave encashment then select type LAP and you will see another select list as 

Leave Encashment required as shown below. Please select YES here while applying for leave 

encashment and enter from date, to date, reason and save. 

 

 
 

 

After this you need to submit leave by clicking on submit button. 

 

 
 

After click on submit button, a notification will be sent to recommending authority in sahyog 

notification. As shown below:- 
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On click of notification it will direct to following page.  

 
 

Here click on “Leave Page Url for Forward Authority”. It will open following screen where 

recommending authority will enter remark. He/she may reduce number of days. After this 

Recommending Authority needs to save data and click on Back to notification page. 
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And then click on recommend or not recommend button as shown below.:- 

 

 
 

If leave is recommended then it will be forwarded to Sanctioning Authority. Notification for same is 

sent in sahyog of respective Sanctioning Authority.   

If leave is not recommended then notification will be sent to employee. 

 

Sanctioning authority will receive notification as:- 
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Click on “Leave Page link for Sanctioning Authority” 
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Here, Sanctioning authority will enter remark. He/she may reduce number of days. After this 

Sanctioning Authority needs to save data and click on Back to notification page. 

 

 
 

It will direct to following page where Sanctioning Authority will approve or not approve. 

 

 
 

If leave is approved by sanctioning authority, then it will be forwarded to Payroll system. Notification 

for same is sent in Sahyog of that employee.   

If leave is not approved then notification will be sent to employee & leave will not be forwarded to 

Payroll system.  Employee can run report named “Report of Employee's Leave Order” after his/her 

Leave is approved. 
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Annexure “B” 
 

Instructions for users 
 

Instructions for HR users: 

1. HR users will be responsible for setting “Recommending Officer” & “Sanctioning 

Officer” in “Special Into” of “MSEDCL HRMS Manager” for each employee of their 

location. It means Corporate/Region/Zone/Circle office HR users should set the  

“Recommending Officer” & “Sanctioning Officer” for employees working in 

Corporate/Region/Zone/Circle offices. Similarly Division office HR users should set 

this data for employees working in Division office and all offices under that division 

i.e. upto sub-station level. 

   

2. HR users have following reports in “GAD reports” of “MSEDCL HRMS Manager”. 

a. Report of leaves which are “Not Recommended” or “Not Approved”:  If any leave 

is “Not Recommended” or “Not Approved”, then HR user should verify whether 

that leave is availed by employee or not. If such leave is availed by employee, then 

HR user should make that leave as “EOL” in consultation with Sanctioning 

authority. 

b. Report of Approved leaves: It will give the list of employees having approved 

leaves for the period. 

 

 

Instructions for Payroll users: 

1. Payroll users will be responsible for setting CL balance for each employee of their 

location. It is observed that CL is not entered into payroll which results in non 

updation of CL balance. Hence Payroll  user should enter all CLs availed by each 

employee. 

2. In case of Pay Gr.IV employees, who can not submit their leave “Online” through 

Online Leave Module, pay roll user can feed their leaves as per the existing practice.  

 

Activities to be done by Recommending Officers: 

1. Recommending Officers should check “Sahyog Notification” for the notification 

received for recommending leave which is submitted by employee.  

2. They can click on “Recommend” or “Not Recommend” button. If they click on “Not 

Recommend” then “Remark” field is compulsory. After feeding “Remark”, they 

should click on  “Save” button & then on “Close” button. 

3. If Recommending officer does not take any action then leaves will remain pending for 

recommendation. 

 

Activities to be done by Sanctioning Officers: 

1. Sanctioning Officers should check “Sahyog Notification” for the notification received 

for sanctioning leave which is submitted by employee.  

2. They can click on “Approve” or “Not Approve” button. If they click on “Not 

Approve” then “Remark” field is compulsory. After feeding “Remark”, they should 

click on  “Save” button & then on “Close” button. 

3. If Sanctioning officer does not take any action then leaves will remain pending for 

sanction. 
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