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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 

configuration and records 

Admin 

leave_employee Applies for and tracks 

leaves 

Employee 

leave_recommending_authority Recommends employee 

leave 

Authority 

leave_reviewing_authority Reviews employee leave Authority 

leave_sanction_authority Sanctions employee leave Authority 

leave_ou_admin Manages module for 

affiliated college 

Admin 

 

 



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: 

1. Log in as Leave Admin. 

2. Go to Settings → Leave. 

3. Click on the ➕  button to add a new leave type. 

4. Fill in details like Name, Short Code, Kind, Status, LTC, and Sanction Letter options. 

5. Save the leave type. 

 

 

📸 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 

Duty Count. 

1. Settings → Leave Rules → Add New Leave Rule. 

2. Select Leave Type, configure Credit Rule and Limit Rule as needed. 

3. Set Authorities and Notification preferences. 

4. Save. 

💡 Tip: Always create leave types before configuring rules. 

 



 

 

📸 Screenshot: Leave Rule Configuration Page 

 

 

 



3.3 Mapping Leaves to Employees 

Admins assign leave types to eligible employees through mapping. 

1. Go to Settings → Employee Leave Mapping. 

2. Select employees from the list. 

3. Click on Bulk Assign. 

4. Choose leave types from the dropdown and apply. 

5. Review eligibility and confirm. 

 

 

📸 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. 

 

 

 

⚠️ 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. 

 

 
 

 
📸 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. 

 

 

 

 

 

 

 

 



4. Employee Guide 

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

4.1 Applying for Leave 

1. Login to Samarth Portal. 

2. Open Leave Management Module. 

3. Click on Apply for Leave. 

4. Enter leave details and submit. 

 

 

📸 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. 

 

 



 

📸 Screenshot: Recommend Request Page 

5.2 Reviewing Leave 

Reviewing authorities check recommended applications and take appropriate action. 

 

 

📸 Screenshot: Review Request Page 

 

 

 



5.3 Sanctioning Leave 

Sanctioning authorities give final approval for leave applications. 

 

⚠️ 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. 

 


