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1. Introduction & Overview

The Samarth Leave Management System (LMS) streamlines leave application, approval, and
management for all university employees. It automates administrative workflows, ensures
transparency, and enforces leave policies efficiently.

2. User Roles & Access Levels

Different roles in LMS determine what users can see and do.

Role Description Applicable To

leave_admin Manages all leave | Admin
configuration and records

leave_employee Applies for and tracks | Employee

leaves

leave_recommending_authority | Recommends employee | Authority

leave
leave_reviewing_authority Reviews employee leave | Authority
leave_sanction_authority Sanctions employee leave | Authority
leave_ou_admin Manages module for | Admin

affiliated college




3. Admin Guide

Admins configure the LMS module — setting up leave types, rules, authorities, mappings,
and bulk operations. These configurations form the foundation for all leave workflows.

3.1 Configuring Leave Types

Admins can create different types of leaves such as Earned Leave, Casual Leave, Half Pay
Leave, and more.

Steps:

Login as Leave Admin.

Go to Settings — Leave.

Click on the 4 button to add a new leave type.

Fill in details like Name, Short Code, Kind, Status, LTC, and Sanction Letter options.
Save the leave type.

v W

Add New Leave Type

Name *

Short Code *

Select

Status *
Select

LTC Applicable *
Select

Do you want to send sanction letter at the time of
Sanction Leave? * Select

Screenshot: Leave Type Settings Page



3.2 Creating Leave Rules

Leave rules define how a leave type behaves — credit cycles, allowances, rejoin rules, auto-

approval, etc.

Important fields: Half-Day Applicable, Allowances, Rejoin Authority, Paid, Holiday Deduction,
Week-off Deduction, Auto Approval, Upload Required, Negative Balance Allowed, Assign

Settings — Leave Rules - Add New Leave Rule.
Select Leave Type, configure Credit Rule and Limit Rule as needed.
Set Authorities and Notification preferences.

Duty Count.
1.

2.

3.

4. Save.

Tip: Always create leave types before configuring rules.

Add New Leave Rule

MName *

Half Day Applicable *

Allowances

Rejoin Reguest Authority

Cancellation Reguest Authority

Holiday Deduction *

Weekoff Deduction *

select

Select

Select

Select

Select

Select

Select

Select



Credit Rule ®

Credit

count

leaves

Select

after

Minimum Service Required

YEAR

in service for

[ Mate [} Female [J Transgender

designations

] Academic {Other) | Non Teaching [Contract) L Non-Teaching [ Statutory Officers [ Teaching [ Teaching (Contract)

,valid from

Start Year

Limit Rule ®©

1. Leave is valid

Select

,could be taken maximum

Max at a time

at a time and

,could be taken minimum

Min at a time

at a time

and could

select

Screenshot: Leave Rule Configuration Page



3.3 Mapping Leaves to Employees

Admins assign leave types to eligible employees through mapping.

Go to Settings — Employee Leave Mapping.

Select employees from the list.

Click on Bulk Assign.

Choose leave types from the dropdown and apply.
Review eligibility and confirm.

Ui W

Employee Leave Mapping

Selected Employee D. Vamseedhara Reddy

Leaves *

|fe ect Leaves
Selectall
Casual Leave
Casual Leave - PWD
Casual Leave - Teaching
Casual Leave - Teaching - PWD

Child Care Leave

Screenshot: Employee Leave Mapping Page



3.4 Assigning Authorities

Admins map recommending, reviewing, and sanctioning authorities to employees for each
leave type.

1. Ensure authority accounts exist in User Management.
2. Settings — Assign Authorities to Employees — Bulk Assign.
3. Choose leaves and authority roles, then Save.

Tip: Only one authority type (recommend/review/sanction) can be bulk-updated at a time.

Authority Assignment

Selected Employee D. Vamseedhara Reddy

Leaves * 1
Casual Leave X

Recommending Authority

Review Authority
Level Designation

Sanction Authority *

Warning: Authorities must be created in the User Management module first.



3.5 Leave Account & Ledger
Assign and update employee leave balances and view ledger transactions.

1. Settings — Leave Account — Assign Leave to Employee Account.
2. Select Employee, Year, Leave Type, enter Balance, Start & End dates, Save.
3. Use Update to Credit/Debit and Bulk Edit for multiple records.

Assign Leave To Employee's Account

Employee
Year
2025
)
)
Leave
Casual Leave
)
)

Assign Leave Count Employees

Employee Name : 1724, D. Vamseedhara Reddy (), Officer anh Special Duty-Vigilance And Security Wing
Year : 2025

Leave Name Count

Casual Leave

Start Date (Select the dte From which the count of lesve will be applcable)
Select the date From which the count of leave will be applicable

End Date (Setect the date fram which the count of lesve will be spplicatile]

Select the date to which the count of leave will be applicable

a caneel

Screenshot: Leave Account and Ledger pages



3.6 Bulk Operations & Special Settings

Admins can perform bulk uploads, credit/debit leaves in bulk, configure holidays, buffers,
and other advanced settings.

Bulk Edit Leave Balance

Upload Excel / CSV File

Drag & drop files here ...

Upload The Flle Cancel

B Browsz File From Computer

Compose New Message o

Start Date =

Select the start date

End Date *

Select the end date

Remarks *

Total Selected Records to Update Dates - 1




4. Employee Guide

Employees can apply for leave, rejoin early, view balances, and track their applications.

4.1 Applying for Leave

Login to Samarth Portal.

Open Leave Management Module.
Click on Apply for Leave.

Enter leave details and submit.

W=

Apply For Leave

Employee Name & Code

Leave Type *

From Date | Time
Select Date Select Time

To Date / Time
Select Date Select Time

Prefix

Holiday just before the first day of employee leave that has been applied for.
Suffix

Holiday that falls consecutive to the last day of the employee leave apllied for.
Purpose *

Invalid Value

Reason [ Description *

Describe purpoese of leave in brief

Upload Supporting Document

% Cancel | SRR

Current Location =
Select

Station Leave 2 #
Select

Is the employee going out of station during/for the leave? Choose Yes/No

m e

Screenshot: Employee Leave Application Form



4.2 Checking Leave Balances and Buffer

Employees can check leave balances and buffer under Leave Account and Leave Ledger
sections.

Tip: If you can't see your buffer balance, ask your Admin to enable 'Employee can see buffer
balance' in configuration.

4.3 Rejoin & Cancellation

Rejoin and cancellation depend on Leave Rule configuration. If Rejoin is enabled, submit
Rejoin from the approved application. Cancellation follows the configured Cancellation
Request Authority.

5. Authorities Guide

Authorities can recommend, review, or sanction leave applications based on their roles.

5.1 Recommending Leave

Recommending authorities review leave details and recommend or forward to reviewers.

Leave Applications For Recommendation =

Al

Showing 1-20 of 241 tems

4 Actions Action Required Employee Code Employee Details Leave Record Number  Leave Type From Date To Date Days Status
Al v v Al
1 - NO 1862 PRABAKARAN. G, DL - T - DAZ536613 Duty Leave - Teaching  26Sep 2025 26 Sep 2025 1 New Request
TR, 1862, - Dean Approval
Assistant

Professor, Centre
for Study of Social
Exclusion and
Inclusive Policy

NO 1847 7. ASIR, .5, scL- Tasasen Special Casusl Leave - 080012025 08 Oct 2025 1 New Request
1647, Associate Teaching
Professor,
Department of
Mathematics

NO 582 TAMBIRASSA. M, EL- NT2538608 Earncd Leave - Non 070¢12025 07 0ct 2025 1 Now Request
TAMBIRASSA. M, Teaching
582, Assistant,
Establishment Non

Teaching
4 o NO 1425 SIVAKUMAR. K, EL- NT2538607 Earned Leave - Non 22 5ep 2025 24 500 2025 3 New Request
’ SIVAKUMAR K, Teaching
1425, Horticulture:
Avendant,

Ramanujan School
of Mathematical



Duty Leave - Teaching - Dean Approval

Leave Summary

Employes Name: PRABAKARAN. G (1662)
Leave Name:
Days: m

Duraton:

Duty Leave - Teaching - Dean Approval

Current Balance 4
Opening Balance 15
Year 2025

Screenshot: Recommend Request Page

5.2 Reviewing Leave

Reviewing authorities check recommended applications and take appropriate action.

Leave Applications For Review

Al

Action Required

Showing 1-20 of 77 items.

4 Actions 0 Action Required Employee Code Employee Detalls  Leave Record Leave Type From Date To Date Days
Number

Al Search M Select M

Status

Al

1 o 0 NO 848 KANCHI Medl 2538596 Medical | Commuted 08 0ct 2025 10 Oet 2025 5
VENUGOPAL Leave
REDDY DR,
KANCHI
VENUGOPAL
REDDY DR, 848,
Professor,
Department of
History

2 - 0 NO 1238 JAYAPAL Medl 2536570 Medical / Commuted 018ep 2025 03 Sep 2025 5
SHARMILL, Leave
JAYAPAL
SHARMILI, 1239,
Assistant
Professor,
Department of
French

Screenshot: Review Request Page

Recommended

Recommended




5.3 Sanctioning Leave

Sanctioning authorities give final approval for leave applications.

Leave Applications For Sanction m

Al Ac

Showing 1-20 of 625 items.

# Actions Action Required Employee Code Employee Details Leave Record Number  Leave Type From Date To Date Days Status
Al v v All
1 ° NO 1862 PRABAKARAN. G, CL - T2526814 Casual Leave - 07 0ct 2025 07 0ct 2025 1 New Request
W o, 1662, Teaching
Assistant

Professor, Centre
for Study of Social
Exclusion and
Inclusive Policy

2 ~ NO 1862 PRABAKARAN. G, CL- T2536812 Casual Leave - 15 Sep 2025 15 Sep 2025 1 New Reguest
; T, 1652, Teaching
Assistant

Professor, Centre
for Study of Social
Exclusion and
Inclugive Policy

== NO 1109 MALINLDH, RH2536610 Restrictod Holiday 21012025 21012025 1 New Roguest
MALINLD.H, 1108,
Assistant
Professor,
Department of

@ Warning: Ensure employee leave account dates are correct before sanctioning.

Screenshot: Sanction Request Page

6. Special Features

LMS offers additional features like Buffer, Compensatory Leave, Holiday Groups, and
Notifications.

6.1 Buffer Leave

Buffer holds excess leave when the maximum accumulation limit is reached.

Tip: If buffer is enabled, excess leaves will automatically transfer after credit cycles.

Leave Buffers m Import Buffer Balance:

Showing 1-20 of 240 items.

#  Employee Details Cadre Designation Organization Unit Leave Year Buffer New Reason Start Date End Date Actions
~ v ~ ~ Earned Leave - Non Tea... X v

1 W, KALESHA, FoT 3 &, Non-Teaching Programmer Computer Centre Earned Leave - Non Teaching 2025 5 Leave Credit By 2025-07-01 2025-12-31 P
1338, Programmer, Computer System
Centre

2 MAHESH. K, TEW1 T, 406, Non-Teaching Deputy Registrar Establishment Earned Leave - Non Teaching 2025 5 Leave Credit By 2025-07-01 2025-12-31 P
Deputy Registrar, Teaching System
Establishment Teaching

3 OLIRVEL. 2, 3iferedal 33, 707, Non-Teaching Computer Information Department of Earned Leave - Non Teaching 2025 9 July 2025 Leaves 2025-07-01 2025-12-31 ”
Computer Information Scientist Bioinformatics. ‘Sanctioned before
Scientist, Department of buffer credit
Bioinformatics

4 SUNDARAMOHAN. M, 522 Non-Teaching Information Officer Computer Centre Earned Leave - Non Teaching 2025 0 Loave Credit By 2025-07-01 2025-12-31 P
g1 7, 656, Information System
Officer, Computer Centre

5 RAJAARAJA A, 1039, Non-Teaching Section Officer Establishment Non Earned Leave - Non Teaching 2025 a Leave Credit By 2025-07-01 2025-12-31 Z
Section Officer, Establishment Teaching System

Non Teaching



