Government of Rajasthan
Department of Personnel (A-l)

ipur =7 NCV 2016

ADVISORY

The Department of Information Technology and Communication, Rajasthan, laipur has
developed a Leave Application (SSO.RAJASTHAN.GOV.IN). It has been decided to start using this
‘application for 1AS officers. Through this application, 1AS officers can apply their Leave {Earned Leave,
Half Pay Leave and Commuted Leave} online and also recommend the leave of officers working under
them. A detailed Help Manual for using above Application is attached. Online application for Earned

Leave will be appreciated by this Department.

(Abhimanyu Kumar)

Joint Secretary to Govefnment
Phone # 0141-2227347
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1. Introduction

The objective of Leave Management Module of Integrated Raj e-Office is to automate Leave
Management process of an employee belonging to State Government Departments/PSUs.

2. User Roles

Based on the below mentioned user roles, access rights will be given. A description of various roles is as
follows:

Sl Term Meaning
1. Recommending Immediate supervisor/Reporting officers(s) of the applicant, who forwards
Authority the request with his comments to Approving Authority for further
decision.
2. Approving Authority who approves/rejects the leave request after it has been received
Authority by the Recommending Authority.
A Recommending Authority and Approving Authority can be the same
officer.
3. Mark To Dealing official (Establishment Section) responsible for record keeping
and maintaining employee personal files.
4. Send Intimation  Other employee(s) needed to be informed regarding the leave details of the
To (optional) applicant.
S. Leave Group Leave group comprising of employees at different levels formed as per the
workflow requirement for processing leave request and maintaining
records.

Pre-requisites

Before an employee can start applying for leave, following are the pre-requisites:
e [Leave balance should be updated (Already done at the level of concerned Establishment
Section)
e Leave approval hierarchy should be configured for that particular leave type (Already done at
the level of concerned Establishment Section)

If the leave balances/approval hierarchy of an employee are not updated/configured, then employee may

contact the concerned Establishment Section for updating leave balance and configuration of leave
approval hierarchy.
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3. Accessing Raj e-Office

Using the credentials (SSO Username & Password) user is required to login on SSO portal
https://sso.rajasthan.gov.in/signin, The ‘Raj e-Office’ icon will appear as under:

Rajasthan Single Sign-On (SSO) va4

Government of Rajasthan

i GOVT. (G2G) « CITIZEN (G2C) T MYT

INACTIVE COMING SOON

Lt C )
y

Dashboard Raj e-Office Raj Sampark SMS (Official) Store’s Indent Mgmit
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4. Features and Functionality (employee as applicant)
On clicking Raj e-Office, user reaches the Integrated Raj e-Office page as under:

Font Size v

“in Integrated Raj eOffice

e =& Govemment of Rajasthan

O

Worklist Files Room

Applications

A user can perform following leave related functions through this module:

Apply for leave: User can apply for various types of leaves

My leave balance: User can check leave balances

Manage leave: User can apply for cancellation or modification for already applied leaves
Manage leave hierarchy: User can manage his leave approval hierarchy (this functionality
has been provided to user also)

Path:: Raj e-Office > Applications > Employee Functions 2> Leave

w Worklist ™. Files Room .

i

S Applications

Filter

& Employee Functions
# Employee Information System

% Claims Management

WEQ—A>0—rTmo>

& Tour & Travel

% Mo Objection Certificate

= & Leave

|— & My Leave Balance
|— & Apply For Leave
|— % Manage Leave

|_ . 4 Manage Leave Hierarchy
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4.1.Apply for leave

Path:: Raj e-Office > Applications > Employee Functions 2 Leave > Apply for Leave

1.

Select whether it is a combination leave or not. While applying for combinational leave, user
can combine only those leaves which are allowed to be combined as per Rules. For applying
for only one type of leave, select ‘No’

Select the leave type from the available options.

Apply For Leave

A

P

P

L -

] Combinational Leave “Yes ®@No
c

A

T *

| Leave Type Please Select b
o

N

s

Casual Leave

Half Pay Leave

Head Quarter Leave
Leave Mot Due

Privilege Leave
Restricted Holiday Leave

Special Casual Leave

Special Leave

Based on selection of leave type, relevant form will get displayed for furnishing requisite

details.

User will be required to furnish requisite details. User will have the following features:

e In case Leave Start Date and/or Leave End Date is a half day, then tick mark the option
Second Half and/or First Half next to Start Date and End Date. User can view the
Holiday list by clicking “Holiday List”

e Select Head Quarter permission (if User is required to travel away from Head Quarter)
and provide Start Date and End Date for HQ permission

e Optional: User may also propose other officer to whom additional charge be assigned
during his/her leave period. This feature is also provided to ‘Recommending Authority’
and ‘Approving Authority’ also.

e Optional: User may attach relevant document as support document for availing that leave.

Page 6 of 14



Leave Management Module - Help

|| 1eave petaits

A e
£ Sub Leave Type Flease Select v
L
é Balance 1250 Leaves Awalting Approval 100
£ Stan Date * 2rsep-2016 [ | ¥ Second Halt End Date I0-Sep-2016 | # First Hae
T LM | LA
2 Total Mo, OF Leave Days | Holiday List | EX
- Contact Mo * Eul 23545379 |

Frafix i ® Mo Suffix 0 ¥ios ® No

# Head Quarter Permizsion

Add Ro
Starl Dale End Datr: Delele
27-Sep-2016 I} = U Sep-2016 n| =
To attend familly function in New Celhl
Leave Reasan
Harse No 42, Loghi Road, New Delli
Ao *
Do you want 16 propess Additianal Charga? O¥es FNo
| Attachment

|7 sutach ety hae 1505

| [Fcommending fatharity Sh Ashutosh M {10, i qy and o
M Akl Avra (Sectary Ta Government,
|| Appraving Authority i gy and C: icati Mark To Sh. Jai Singh (HCO, Establishment)
| Department) )
Sand Intimaticas To: . Activate Wir

Click hieret f0 change infimsations Intimation Ditails

5. On clicking ‘Submit’, Button leave request will be forwarded to the ‘“Recommending
Authority” as configure in Leave Approval Hierarchy flow. Accordingly, message will be
displayed as under:

& tome O settings S chat ) Legout

Wenkcams 55 funnel Cohaben, AD{Fachnical OulT & €
Lot Lo e 13- 5m 3040 1830 Panamant pren wupies Ymae ammmiee mol wapirs in U5 58

b Leave [ypa

Balance Leaves Avwalting Approval

Start Date Zh-sep-2018 ~ Second Half End Date 30-Sig- 201 First Half
Tolad Mo Of Lewes Doys { Holiglay List |

Contact No.

Erefis

Hoad Guarter Parmission

Leaws Feason

Do et wiet 10 propose Additional Chargs?

Artachment

Leave Mierarchy

Recommending Autharty Sh Ashatesh M. Deshparsdey (10, Technokogy and C

M Akhil Arora (Sacretas semmant. Information |y
Technology and Commu Depastmant] %

Aqspraving Authosity
Send Intimations To

Click haes {0 chanes intimations Indimation Detalls
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4.2.My Leave Balance
Path:: Raj e-Office - Applications > Employee Functions - Leave - My Leave Balance

1. User can view his details regarding various types of leaves through this screen. Availed Balance
shows leaves taken in Current Year.

My Leave Balance Details =

A

: Click on Leave type te apply particular leave

IL Availed Balance shows leaves taken in Current Year

c Click here to Track Leave

A

T Leave Type Availed Balance Remaining Balance Leaves Awaiting Approval Current Balance

1

o Casual Leave 150 8.50 5.00 13.50

N

s Half Pay Leave 0.00 391.00 0.00 391.00
Privilege Leave 0.00 31500 0.00 315.00
Restricted Holiday Leave 0.00 2.00 0.00 2.00

My Leave Balance Details

Count
o2 EEEHEHE
[
|

Casual Leave Half Pay Leave Priviege Leave Restricted Holiday

Leave Type

8 Avaled Balance M Leaves Awaiting Approval & Remaining Balance

2. Click on Leave Type to apply for particular leave

3. Click on Track Leave to check status of all leaves applied by the user

ainLayout&BottomRightPage=QmxhbmtQYWdI&privid=700&ModuleName=Applications&Privilagel 00&privName=Applications
# Home & settings ™ Chat Logout

- Welcome Sh. Suneel Chhabra, AD{Technical,DoIT &€)
wn Integrated Raj eOffice LastLoginDate : 22-56p-2015 1550 Password paver sxpiss Your session will expire in 53:43
* ke & =

Track Leave b 4

My Legwe 1 My Leaves Request
Click on Leav Mame: Sh. Suneel Chhabra, AD DolT & C
Availed Balan|

Total Records : 7 | [ to Track Leave

Leave Type ¢ End Date:

Half Pay Le: Sh.Rajesh

Privilege Lef Head Quarter 12 Feb Bhatnagar, ACP 5 Technical/AD/2016/364

Cancelled
Restricted H Leave 2016 (Dv. 163

DIR.),Technical

Sh.Jai

Casual Leave (Half 03 Jun pendin Singh,0SD,Depa Technical/AD/2016/372
Day Leave) 2016 . 9 of Information 53

Technol..
Mr. Akhil

Casual Leave (Half 10 Jun . Arora,Secretary
Day Leave) 2016 Beigctei to

Government, Info
Mr. Akhil
Casual Leave (Half 117012016 11 Jul 2016 5 Pending Arora,Secretary Technical /AD/2016/375
Day Leave) to 72
Government, Info
Sh.Jai
teate17he

Mr. Akhil
Arora,Secretary to

Technical/AD/2016/372
Government, Informz z

Mr. Akhil

aled Balance M Leaves Awalting A al ™ Remaining Balance

| Appiv For teave |

= ’_"“I ISR |—Jgjﬂl_p;_@- | O

I | 9/22/2016
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4.3.Manage Leave

Path:: Raj e-Office = Applications = Employee Functions = Leave = Manage Leave

1. Select appropriate option i.e cancellation, partial cancellation or modification as available on the
form

2. Previous leave records will be displayed on the bottom part of the screen. User may select the
relevant record which he wishes to cancel/modify.

3. Leave cancellation/modification process:

e If leave request is in pending status, leave request gets cancelled and system will send
intimation to recommending/approving authority.

e If leave request is approved and leave date is not yet passed, then leave request gets cancelled
and system will send intimation to recommending/approving authority.

e Ifleave date is passed, in that case cancellation request will go to approving authority for
approval of cancellation request. Once the cancellation request is approved by approving
authority, the leave will be cancelled and leave balances will be updated accordingly.

-
E @ Leave Cancellation © Partial Leave Cancellation © Leave Modification
& || Leave Request with status Pending/Approved can be applied for full Cancellation
S | [setection Parameters
c‘:, Leave Type Please Select v
© | Leave Start Date n] Leave End Date [m]
[ scarc

Leave Cancellation Form

Total No. Of Leave

b = b Days(Holiday List)
Casual Leave 03 Jun 2016 03 Jun 2016 06 Jun 2016 0.50
Casual Leave 1 Jul 2016 11 Jul 2016 09 Jul 2016 0.50
Casual Leave 26 Jul 2016 26 Jul 2016 27 Jul 2016 0.50
Casual Leave 27 Jul 2016 27 Jul 2016 27 Jul 2016 1.00
Casual Leave 27 Sep 2016 30 Sep 2016 22 Sep 2016 4.00

Request Number

Technical/AD/2016/37253
Technical/AD/2016/37572
Technical/AD/2016/37850
Technical/AD/2016/37851
Technical/AD/2016/38325

Pending
Pending
Approved
Approved
Pending

Leave Cancellation Reason *
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4.4.Manage leave hierarchy

Path:: Raj e-Office = Applications = Employee Functions = Leave = Manage Leave
Hierarchy

1. Leave Hierarchy screen will display the active hierarchy records of the user. User can Add,
Update or Deactivate the Hierarchy.

= Worklist ® Files Room || Dashboard [ Management Info. System [B Applications
Manage Leave Hierarchy

Only active hierarchy records will be displayed

MZO=A>0—rou> )

Employee Name * Recommending Authority < Approving Authority e * Leave Type = Process

Mr. Akhil Arora (Secretary To

Sh. Ashutosh M. Deshpandey (TD, Government, Information Sh. Jai Singh (HOO,

m ShsuneslchiabE(AD: Information Technology and

" F-— : Casual Leave Leave
Technical) Communication Department) Technology and Communication Establishment)
Department)
Hr s : Mr. Akhil Arora (Secretary To
Sh. Suneel Chhabra (AD, EovalSing (Gl iceron SPM.IEI Government, Information Ms. Archana Sharma (Clerk =
o Duty, Department of Information B ge Leave Leave
Technical) e Technology and Communication Grade-I, Est
Technology and Communication)
Department)
A Sh. Suneel Chhabra (AD, Sh. Om Prakash Meena (Chief Sh. Om Prakash Meena (Chief Ms. Archana Sharma (Clerk Special Casual s
Technical) Secretary, Chief Secretary Office) Secretary, Chief Secretary Office) Grade-I, Establishment) Leave

o o

2. Click Add to add a Hierarchy. Leave types where the Leave Hierarchy is not configured will be
shown in red color.

3. Select Leave Type (s), search and add Recommending/Approving Authority, Send Intimations To
and Mark to authority. In case of multiple Recommending Authority, user can add by clicking on
the plus (+) sign

4. Click on save to save the leave hierarchy for the particular type of leave(s).

Manage Leave Hierarchy

Manage Leave Hierarchy
“ofl | Employee Name Jai Singh (0SD,Information Technology and Communication Department);
1’1 Process '®/Leave _ Leave Encashment ricted
_;-‘_1 Leave Type* ECLEPHPL @ HQL |3 LND @ PL @ RHL @ SCL @ sSL ay Leg
< §| | Is Recommending and =
L+ §| | Approving Authority same ? lege L
' Recommending Authority ©  Enter min 2 chars & press enter 4 ©
fid)
ht | p lege L
- fl | Approving Authority Enter min 3 chars & press enter
" | send Intimations To: Enter min 3 chars & press enter »
it | e Not
Co p
Mark To * Enter min 3 chars & press enter
ii
- | |Is Outside Department = ial Le
o] | Group N
ol | Group ” Enter Value and Press Enter to Search P ial Ca
r e
)
fid
1; Legends ial Ca
“of| CL -Casual Leave HPL - Half Pay Leave HQL - Head Quarter Leave =
LND - Leave Not Due PL -Privilege Leave RHL - Resfricted Holiday Leave =
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5. Features and Functionality for ‘Recommending Authority’
A ‘Recommending Authority’ is the immediate supervisor/Reporting officers(s) of the applicant, who
forwards the request with his comments to the ‘Approving Authority’ for further decision. Any leave

request which has been submitted to the ‘Recommending Authority’ will be available in the Worklist.

Path:: Raj e-Office = Worklist

1 1068.126.82: 70T 0/Pagel

Font S~

Integrated Raj eOffice

. w
Bt Cevemment of Aajasinas

Filess Risom

Applications.

4. Click on particular leave request to open the file.

Integrated Raj eOffice

# Covermime! of Ripsithin

w Worklist | " Fles Room [ Applications

Workiist > Inbox

Search records WhEM 4, juact one field v | Contains v | A Vigw: Detail View v

| & & mbox

[# a outbox

dEpATMEnt Nas Deen
requrned o depa_

Toch o
ng,Recormmending {E..—- 1‘-‘1: ]
arity far Jai Singh oemim 0

Department

; p Information
Half Pay Leave request of :
File Ja Singh from 13un- (coMclogy and Ja i )
] 2016 to 14-Jun-2016 Wﬁ“ Singh . |

Leave Hiemrchy Configuration Intimatson

to 18-Jun-2016

Casual Leave request of Ja

¢ |l > N

Legends W Parabiel Prysical Protess M Physical Fie B Paradel intmation M Previously Seen New BOter
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5. Click on ‘Noting Tab’ to view/add noting.

6. User (Recommending Authority) can take any of the following actions:

Leave Management Module - Help

e Click on ‘Forward’ the request to next level (next level can be the ‘Recommending
Authority’ or approving, depends upon the hierarchy configuration).

e Click on ‘Return’ to return the request to the user from whom it has come.

e Click on ‘Send to Group’ to send the leave file to any of the Group member.

Main File File Details Summary

Special Leave { Hospital

Leave Type Leave )

Start Date * 04 Oct 2016 End Date * 08 Oct 2016
Total No. Of Leave .

Days { Holiday List) 5.00 Contact No. 9810604863
Leave Reason Hospital leave

Address Jaipur

All Notings Add Noting

Previous Notes

Notes Attachment

sd-
Rajesh Meena
Informatic Assistant, Technical

23 Sep 2016 10:56:13

Proposed Additional Charge History

sr
N

No Records Found

¢ Applicant Post:  Additional Charge To ¢ ¢ Remarks?

Propose Additional Charge

Applicant Post

1| Sh. Ralesh Meena (ATechnical) Enter min 3 chars &pressent |

[Fovars J o J sevTocrow
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6. Features and Functionality for the ‘Approving Authority’

Authority who approves/rejects the leave request after it has been received by the ‘Recommending
Authority’. A ‘Recommending Authority’ and ‘Approving Authority’ can be the same officer. Any leave
request which has been submitted to the ‘Approving Authority’ will be available in the Worklist.

Leave Approval

Path:: Raj e-Office = Worklist = Inbox - Files

1. Click on particular leave request to open the file.

2. Click on ‘Noting’ Tab to view any noting on the file, add remarks by clicking on ‘Add Noting’ After
putting the remarks, can Approve/reject/return the request (or authority can send leave request within
the group also).

Previous Notes Notes Attachment

Main File File Details Summary

All Notings Add Nating

Leave Details

Para 1
Leave Type Casual Leave o
Start Date * 16 Sep 2018 End Date * 16 Sep 2018

Archana Sharma
Total No. Of Leave
Days ( Holiday List }
Leave Reason

1.00 Contact No. * 987346463434 Clerk Grade-1, Establishment
16 Sep 2016 16:09:38

Para 2

Proposed Additional Charge History sd

Suneel Chhabra

AD, Technical

16 Sep 2016 16:12:36

Sr

n° Applicant Post:  Additional Charge To *

No Records Found

Propose Additional Charge

Applicant Post Additional Charge To Remarks

1 g%ghfggggﬁ;mé%tzm Enter min 2 chars & press ent

(o oo o exm | 5y

3. Click on either one of the following actions to:
e (lick on ‘Approve’ button to approve the request with or without comments. Accordingly, the
leave request will be approved and notifications will be sent to the concerned.
e Click on ‘Reject’ to reject the request. Relevant notifications will be sent to the concerned.
e Click on Return to return the file to the user from whom it has been received.
e Click on ‘Send to Group’ to send the leave file to any of the Group member.

Page 13 of 14



8 send Within Group
I

Leave Management Module - Help

Search - ] =

day List )
@) sSh. Girraj Prajapati (IA),Technical
O Ms. Neha Verma (IA), Technical
History @ Ms. Rekha Gargiya (IA), Technical

© (CLERK GRADE-II),Establishment

@ 5h. Jai Singh (HOQ),Establishment
@ sh. Hari Khangarot (IA), Technical

@ Sh. Ravindra Tanwar (IA), Technical

. Archana Sharma (CLERK GRADE-T),Establishment

@ sh. vijay Yadav (CLERK GRADE-I),Establishment

@) Ms. Manisha Rathore (CLERK GRADE-II),Establishment

@ Sh. Surender Kumar (CLERK GRADE-II),Establishment

7. Support

For issues related to Leave balance update,
hierarchy mapping etc, please contact:

Sh. Ratnesh Kumar Sharma,

Section Officer, Department of Personnel, GoR
Ph: 21985 (IP), 9887127580

For any application related issues, please
contact:

Toll Free: 1800-180-6127
email: support.eoffice @rajasthan.gov.in
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