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8. 3IdHITA (Leave)

8.1 GR=Y (Introduction)
ST (SERICE ST §—311fh) Tellderd & IJadhrel Y&ed Alsgd &1 el
M TRAR B AT/ Frdei=ie SUpHl A Gaod fhedl HHam) &1 radhrer
G&eI TfehaT BT T-TelTg— BT ¢ |
JeAddr ¥ad fhdl Wl YBR & 31dHbrer (U1 CL, PL, fa9Iy UdR & 3rdadrer, RH,
HQL 31aa1eT 31T & forQ) SIS 3MMde R Addl & ATl &1 dedhdr Mdfad
JABT BT 3IAATST TPh AT W B AABII doid Sird Fhal & | TR bl

JATAATSH JMATH B TAT ITABI B YfhaT Bl Paperless, Prompt action @i
Leave account maintainance &3 & 33T I ISTHIST TTHIA NGB TFerT

ATSSl BT ATIT BT TS § |

..

Awers ufemar

ISTTol Yol 21 UR i - ufhar

1.

JAY BRI / HHART M U=
H foRger 3ud ST SIfeRT /
HHART T JAH1Y B o1 Hifad
¥T W SURAMT BIHR &I 3fTdeHA
P |

I JAfHERT S 3MMdgd bl

A / 3R B B |

D IS ARRATI IMET S g
DI B / IR B AER W
A HBTADR  IMdeAdhdl Bl
T HRAIT AT |

GBI B Wihd B & dIQ
JMdedhdl & Leave Balance Y
HRATU 2T §RTupdate HR &1
ST |

T IMBRT / HHART AT A
JATTATET A (Hieararchy) H

SATTATST Uicel & G HidIsel U &
ATTH A Submit B 2 |

MAEAHA! & ATdET T P TcAST
PR R 3IhH (Hieararchy) H 31Tl
TR R ATHR] & AEST TR sms
forer STaT 2 |

3AHTeT & WIehd / 3R b I
@ q1G 3MAGADBT BT sms el SITAT R |

GBI B Whd B D dlQ
3Tdedhdl BT Leave Balance Ried
H ¥d: B update & SITAT & |

8.2 JTABT ATGYA B IYANT W Yd—3NUeTTy (Pre-requisites)

o JIMRPR/ FHANT B ISThIS Tl H U Td braierd o AT B
AITIF B |

o W BT B Hieararchy/TaTIHH RToThTol Tl H Update &1 |

o JMAGAd! BT AAHI Apply B H Ugel GARAT AT =A1RY Bl FHIfAT

JTTPBTI BT doid SUTET B |
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8.3 SUANTHAT (Users)
Ei Wﬁo—cﬁ DI JHABT (Roles) fareRor
1. BT, ST b FADBI B MMda DR
2
2. ST SRIBRT (Recommending | PTH® GRT fhd T rqdrer & Ifrda
Authority) TR IRV AfST IhH H UMY B
CISIRSIBEAN
3. BNl ARMBRY  (Approving | PIHD GRT B T JAPT & AT
Authority) W WA/ STIRT DY HRIATIT
IMET H SRNT HRA arelr  ITBRI
4. ARITO TMET BT BIfHD  (Mark | BRITTT H AHTI BT AG—SIE]
To) TG Irel HIfHD

8.4 STAHTI DT BRI (Functionality of Leave)

8.4.1 HIATUA WRIT & §RT UGTch oI (Hierarchy creation) :- HReITIT
AT & PIfHd BT D AT DIHDI & AR BT AT UftTberT H
fReiRT PR FHa 2 |
Application corner >>Leave >>Manage Leave Hierarchy Establishment

1. Screen @ Add 9+ W e B HIHD BT TAT AIHHA (AR B UBR
& IAR) MEiRd fhar Smar & srera meiee /Sutfoia / fafear anfe
fAr— ﬁr;feﬂafﬁm%gfﬁﬁ A1 a1gere FRertRa &=r 8117 |

2. Update 91 WR faeid wxa HIHP & Usal 9 FUIRT fHA gU argdhA 4
WWWW%lUpdatemﬁmwmmﬁﬁﬁ
PIfid & Wd § ST YR B IdHII BT bl AT 3Mde offtad ol gl

=RV |

3. Deactivate §¢- UR fdoldh BRe DIffics b Ugel W METR fhd gU A Bl
et forar i e 2 |
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8.4.2 HIfH® & gRI Ul H oI (Hierarchy creation)
B I ATRI BT THH YiAde H FuiRd R T 2 |
Employee corner >>eave >>Manage leave hierarchy
1. Screen & Add 99 WR e dd BIfHS W BT AT IIHA (STTBT B
UPhR & FAR) MERT HRa1 © feiia e /Iurfia / e anfe
A= SraapTer ¥q f—fa= s fufRa &= R |
2. Update 929 WR faeldh dRa B 3 & Ugel 9 FeIiRd fa gy arge
HeMe &R FhdT 8 | Update 1 1 Ugel I8 GHRed o< o b 1Hd &
T b WA H Y UBR B GBI BT Dl Y fTde Iftad el 8141 a1V |
3. Deactivate 9¢4 R fFdd dxa dified W@ & Ugal 9 FuiRa f&d g
3TIeHH Bl AR PR AHAT 2 |

Note:- T 3IhH # Recommending 9 Approving Authority Q19T Ud &1 3TfErdmTI Y &
Ihd & T8 HHANI B USRATI AT / AT onfe iR ik a2 |

8.4.3 3MAGH JAAHIY doid /Icd (Applicant Leave Balance / Status) :-

e Update Employee Leave Balance- fa&=il W1 faWRT # 3raabrer uaweH SIRN
BRI A AHA FEIRYT & IURIT AIJHA & MarkTo (FLJATIT ARAT BT
PIHDB) / Approving Authority @ §RT BIHEG BT TIYAH ATaAIH qdb BT
ol Jrera fhar Sar g |

Path :- Application corner >> Leave >> Update Employee Leave Balance
e Credit-Debit Leave Balance - 39 i@ & SUIRT ¥ MarkTo (FeImas
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IRAT BT BIHB) / Approving Authority & gRT fasdl W ®1ffe & adTe
Soid faaxoT BT 3rera fhar ST ahar g |

Path :- Application corner >> Leave >> Credit Debit Leave Balance

8.4.4 INAHIY & foTT 3TTdEH (Apply for Leave) :-
1. 3mMdg® (Applicant) :- IST—HISl TRAIDHIF H ATAGDH GRT ABI ATAGH

F & forg fre ufshan &1 ot o Sirar 8-
Path: Employee Corner >> Leave >> Apply for Leave
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LHJ
RIS EXeF1 )
T8 3MdeIdhdl BT GBI BT YR, foidh, AT, BRI I JIIHIIT b SR

IHHT YT UG AT BIe BI AN, "Prefix and Suffix" (A6 Ja1ail B
gt BT R |

Prefix:- 3BT & URA BN A Ug DIg AT TGhTT BT fJavor (Jf 81 ) |
Suffix:- NAHIY & TATK &8IF PGS DIy IIoTDHI JGHT BT fdaxor (afe g ) |

§AD I8 JATAGAD! D GIRT ATDHTY HIHC BRI & SURIT BT IGH AJHH H
ST B ST 8 S b1 forT ol & w3 & i 2
Applicant, Recommending Authority, Approving Authority, Mark to

2. 3RV BRI (Recommending Authority) :- 3faeTeT Hieararchy / UaTgshH H

U oldel JIfHRI Sl &I 3MdGd & AGHIET Bl 3T Approving Authority BT
3TRINT & AT HIRAE PRl B AT AMIGHD! DI Return B FhAT |

p— |
[N [P —— - =
T e fae] Fuge b F #
| imes Mwtiscs S B Vick Sory s Opmsetfoss|
—
(RS T
Pags |
1 S | e | Pamisty =
' | awn
st Dl 1 PR Prr—. 3§ F ol TS BARN Lo 7T KRN
AP bkl
Nl Mo O Lo Ty |
o a . i lacs LA LR LR
[
Fags |
[ [
"
L T = T Iy a— e
Prsgrassss, Dl &
_ e o
[T — 3
4
| == e | et s
- T, S A | | =

3. Rﬁ"ctg__cl—cﬁﬁ BRI (Approving Authority):- Approving Authority 3TaesTeT Ui
T3 BT Approve, Reject IT Return &R AT &
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e L) i bt W T,

e B g Paga1

Cwpmsty Dereriem 801
5 Wy 29 3BT R
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Note:- Tl 3hH # Recommending or Approving Authority T4 U &1 ffArT 1 &1 Hand! 2
I HHAN B TGLRATI AT / A< BT Fawel IR R arar 2 |

4. Mark to:- fhHl JTadHTRT URTIHH 3 AT < MRS AU AT BT HIHS il
2 Il @I IMAGH DI JAHBIR qAT Hal JRADI BT FYRU HAT & Approving
Authority @ DI YT B & IURIT ABTL TAGH Mark to & ITH M ST 8
Mark to AT Ta@®rer & (Surfoid / fifbcaara / fa9y smadreT) R Siike
B <l &, R ufesar 74 e 8-

o N

HEITY SIRAT DI ATHTL ATAG STd IR & eI U 8Idl © I 98 39 UK

oS <l &




o
I > I
AMoT-PhToT

3ARTE B JATIG B o1y MM TR B Dl FFTTAR BhIF fams ol 2, o

I8 SIFC JIR PRl o —

Genarateiew Order

el P v

Paes bt

wed Types: X155, ML5X DOC, POF 2P

HARIT MY & Th—diad W fFefd B IH Approve AT & oD IURIT
BT B IS STRT BT 2 |

R - e TR ok TR s



8.4.5 ARATUA IMET & foT¢ fI9IY TfIHR (Establishment Rights) :-

e Manage Leave Hierarchy Establishment- S 3T=E BT STANT HR FLATIH
IIRAT, &I HIHE & TadTeT HI Hierarchy @ Create / Update &R Hahd B,
Tfh BIHeh STTHTI B foTU ATelTS AT B TP |

Path: Application Corner >> Leave >> Manage leave Hierarchy
Establishment
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e Manage Privilege Leave Exception- 514 Red # il el & gRT
3fTaferd SUTRST TaehTer UR UTferdhd feHTRI §IRT lg UaRIA el fofdr SIrdl &
gferay &1 IR (1 Se’ g 1 SJelTs) T Aafey § Wiehfa I 2T aehrar (Leaves
pending for approval) HARRITIT ITRET BT ARG &I STl & 51 e
T §RT W & WR UR WIS BRI I Fidpd HRId Ud dJaJdR dal

gRETT H S7aTol R of | )

Path: Application Corner >> Leave >>Manage Privilege Leave Exception

e Manage Leave Exception for CL/RH:- 9 Red # fodl var) &
ERT AT MHRAD / Tlewd fadrel IR YIiEad ARTHRI §RT Hlg Tar
eI forar ST & a1 ufcray 1 STadt ®I 7d a¥ § Wiiahd | 2 AahTeT (Leaves
pending for approval) HARITIT IRET BT WRAFIRT &l Sl & O Fermd
T gIRT ¥4 & iR OR UTierehe MRl A Tl BRI |

Path: Application Corner >>Leave >>Manage Leave Exception for CL/RH

e Track Leave My Department- 9 3@ &1 SYART HLATIH T R [GH1
@ fodt A B & SIS STaahreT B Track &1 & fory farar mar € |

o WIT: ABTL BHIST UlHAT (By system) :- JISTHTST UHTDH LI B DT AL H
olig Tger & Aregd A gfaqy |l wiiel B FIHIER <F hiEe [/
UBd / SUIRIT STIHTeT BHST B Sl © | 39 UHR UAH BIfHD BT Leave
Balance ¥@d: & Update &1 SITAT 2 | Seoid-d & fb afq fhedt fovmT & foredt
HIHE IRT 3MAfed radhTel W foig aftad 81 a1 U SIfid &1 sraswrer doid
YR b AEIH ¥ AT el BN | GRATUT ARHN Bl Ya<l [IRIiSdrR &

HIEIH 3 31T BY-T 81T |

WiT 4
RAJ-KA) MOBILE APP
; —
# LUzeful for Autharized
Rajasthan Govemment Céficials 5

# Check Leses Balince and

Apphy for Leave a “3'
# Varicus Other Facilities bxd, T

Through Single &pp

SCAN THIS CONE b

TO DOWHLOAD THE APF

JTSTTol Mobile Application T STRINT & Y T 3112l BT 3MTI& Online T ST FavalT = |

D e et 3z FaR fdemer
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8.5 U AT & Taol H g YT (Leave Encashment)

TR ARBR & BIHDI §RT [T 96 H Teb R IUTSI GBI & Ul H Tba
YA B 3MAG AT ST Hehell 2 | ISTDIST H il Tb¥MT Pl ATdG B b
foTg SH@T 3@ H (Hierarchy) Ugel ¥ iR &= amawass € St far Avemud
ARIT gIRT AT SIRRT | Hiffies g1 F=TgaR ofld YmherT< afdes  fdar o
HHdT § —

Path: Employee Corner >> Leave >> Apply for Leave Encashment

o e

3fTIE WAMT B & SURIT Yd (iR 31 H TS IaRI / HHan] &
9T A HRIATET 7 S RajKaj>>Inbox # UfYT &1 Sl € | Wiqdadd! g
Tepd BIF TAT TRV fATROT BRI §RT oild ThIHC Bl Sirdl U Y&l 814 &
qeETq ARATAA IMET & BifHD (Mark To) & URT STl 2, 3R I8 ST 3ifeR daR
PRATR |

frdY ®1ffe g1 foiig a9 & g ThIa< & folU T IR 3T B+ & SURId

T: 3TIE TR H3 R TR b1 yafid el 8 —

Leave Encashment already applied for 2021-2022
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8.6 RUIE (Reports)
331 RUIE & A1egd W BIffd I T A T3 BT ReIfd 3 Fahdr &

Path: Employee Corner >> Leave >>Track Leave - Self

i 39 RIS & A1egq 1 T/ Widaahd ATBRI W & gIRT SRINT I1 Wieha
3TARIT BT RUTE YT BR AT 2 |
Path: Application Corner >> Leave >>Track Leave - Acted by Me (Details)

ii. 39 RUd & Aregd 9 fRT Arsa s1aR / 4IUHy / HRATI WRAT & HIHG
9D fAURT B 1ol gRT 3mafed Sradmrer & Rure urd oY AhdT @ |

Path: Application Corner >> Leave >>Track Leave - My Department (Details)

iii. 39 RUIC & 71w A BIfHd AURT BT ARATIT IRGT & BTG RIS IRAT
Jarail & IFfTBTRIAT gIRT AT ITTBT Bl RUTE YT R FhaT © |

Path: Application Corner >> Leave >> Track Leave - All Department (AIS)
(Details)

iv. 39 RUIE & Aregd I ATgcs HIR TR doid & RUTS T S Aahall 2
Path: Application Corner >> Leave >> Balance Report of CCL (Leave)

v. 39 RUIE & Aegq F IABII BT Ao Soisd b BT ST FhdT &

Path: Application Corner >> Leave >> Credit Debit Ledger - Establishment
(Leave)

vi. 39 RUE & aregd I FHod TR 6T 3TThTI doid odh fhaT Il dhdT &

Path: Application Corner >> Leave >> Leave Balance Details (Details)

vii. 59 RUIC & A9 § 31Racl YR HdT & AABIRAT BT TR ol BT U
o ST FeperT 2

Path: Application Corner >> Leave >> Leave Balance Details (IAS) (Details)

viii. 39 RUIe & aregs O unT & gexenfud il dHar) &7 3garer tadh e Rurd
b Bl I el &

Path: Application Corner >> Leave >> Leave Encashment Report (Details)

ix. 9 RUIE & Ard A Bl HHARI & TahIRT UGTIHA [JarvT = BT ST Fahdll & |
Path: Application Corner >>Leave >> Leave Hierarchy Details (Details)

X. 39 RuUid & Aread § IRael IR a1 & SMABRIAT & JqHIN UTIhA feced
A BT T DN ¢ |
Path: Application Corner >> Leave >> Leave Hierarchy Details (IAS) (Details)
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8.7 Leave ¥ Haf&d AT I8 ST dTel U (FAQ's)
T JTSThTS] AT H SIS STadhrel 3da ¥ qd &l MIeIHaTg a7 & 2
ITR: RISTHTS TRATheE | BIf¥eh DT eI 3fda & [T 3IhH Td faehrl

Jol=q BT HERYT BT <12V |
U 1 TN Pl IABTYT doi~d Wdh: T el gall &, FT P 2

TR I fhdl faumT & et w1ffe gRT 19 99 & srdfed 3radter R Aoy
AT BT AT VH BIfHD BT ATHTT doi¥ AR & AT W 3T el 81T |
IR TGT DT UaT fITIfhR & Aegq | T HR-T 81T |

U I aY BT AT JATBIR 3T T YT ol 83l © (O] goi I doid
3TETC <TEI 8l X8l 87

AN AT T T U< [AeTehR & H1EIH A 3TeId- BT 817 |
U 3gahTel 3ehH (Hierarchy) @IT 8 ?

JTR: RTST—DIS TATh e H DI ATdG I d Biffied & forg ST, Widhd
BRI T FARRATIH ARAT b BIHD (MarkTo) BT System H FRITRT BT
IR © U B JADBIY AHH PHal TAT © | ABIel e R H Jd
3BT BT ST BIFT AP B |

T STADBIR ITHH D3 TR T D AT DN ?

IR AR ARATIAT WG] § G Y | I T gIRT Siffies &l w3 fFaiia
AhT |
U JIHTY T 3TIehH (Hierarchy) 3T =Tal & <&T 27

SR Mg g Jdfed 3radmrer afe fhed o ¥ax R Iffad & al 3Tddhlel &l
3TIERH STEIT Tl fhaT I Aehall B |

U9 3T 3ITIS B b IUNId STH AIfS b o Bh?

ITR: Manage Leave 3®M @& gRT & @I gRI MAfed sf@drer #
AfSBIT / TSI PR AhaT B |

Path: Employee Corner >>Leave >>Manage Leave

e Y 3z TR fAsmer 2 [
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Leave Types

1.Casual Leave (CL)
2.Restricted Holiday Leave (RH)
3.Privilege Leave (PL)
4.Privilege Leave Encashment
5.Half Pay Leave (Commuted Leave)- Medical
Leave (HPL)
6.Head Quarter Leave Permission (HQL)
7. Leave Not Due
8.Special Casual Leave ( Curfew, Flood, Other)
9.Special leave
*Child Adoption Leave
*Child Care Leave
* Extraordinary Leave (LWP)
*Hospital Leave
*Leave Without Pay
* Maternity Leave
* Miscarriage Leave

 Paternity Leave
*Quarantine Leave
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