How to Apply Leave
on
Intranet



Step-1 :- Home page
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Core Values

e IT Portal

@ Help Desk

@ HR Portal

@ Policy & Manuals

@ Photo/ Video Gallery
@ Other

@ Change Password

e ABHIVYAKTI-SUGGESTIONS (New)

@« HR Manual (*New)

Employee Portal

- Salary - Electricity Exp. ° LTA (New)

- Leave Status Click Here for - Furmniture Loan - Income Tax (New)

* Attendance Apply Leave - Loan Status * Time View for OT (HOD Only)

° Staff Correction - PF Statement ° HOD Correction

- OLMS{On Line Leave MS) Local <sE=omms ° HR Correction ° OLMS{On Line Leave MS) Outside
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Step-2 :- Login Page
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e RSWM Limited Kharigram s
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To Receive Your Attenciance Slip, enter your EmpCode below:

Username: | | Enter Your Emp. Code
Password: | | And PAssword for
Submit Iogin
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Step-3 :- Fill Leave Details

e

Department [Information Technology

Designation

Fxecutive

Kind Of Leave

Casual Leave |

= —— |

From Date |14-81-2022 (3 | Whole Day v |

To Date dd -mm- yyyy () | Whole Day |

—Selact leave type |

Purpose of Leave : | Domestic Work

v

[No of davs: \ \ calculate [

@mnd to date
<=

Select Perpose of leave

¢ Calculate no of davs

[Communication if Necessary may be sent

Address During the period of Leave in which

@ Type Leave day ac

Date of Appointment :

{05 Oct 2011

Leave Record as on Date: 19-01-2022

[ ast Leave Availed on : 09-12-2021

Leave Privilege Leave | Casual Leave Sick Leave
Due 30 10 7
Availed 30 4 7
Balance 0 6 0

Hress

Then Submit tor apply
leave

$ [ Submit | [ Reset |







