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New provision has been rolled out for applying of Leave / Tour by PSWC Head Office employees and
outsourced staff through PSWC Employee Attendance Mobile App.

1.0
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How to Apply Leave / Tour

User needs to click on Mark Attendance option for the purpose to apply for leave or tour.

SCREEN 1
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Employee

Check Leave/Tour

Mark Attendance | Check Attendance
Approval Status




1.2
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For applying Leave / Tour, user should select required option from drop down option such as
Leave or Tour

Mark Attendance
Good Evening
Name: Satish Kumar
HRMS No : 01651
Mobile No : 9888523518
Designation : Mobile App Developer
Place of Postiv.g : Head Office
Select Option for Apply Leave /7 Tour
Select Type
Leave
Tour

User should select type of leave from the leave type drop down. User can apply for any leave
type only if the outstanding balance for the same is > 0. User should select Leave Category
from the drop down list. Name of the /concerned approving authority shall appear
automatically in the drop down list. Chopse leave start and Aeave end date from the
calendar. User can mention the Reason for (optional).

B ©150%

Leave Apply

~ 06-04-2021

Submit Cancel




14 SCREEN 4

This message appears after the user clicks on submit button after applying for leave, if
insufficient leave(s) are available in his/her account.
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Message:

Your Casual Leave Balance is 10.0.
You Can't Apply 18 Days Leave.

1.5 SCREEN 5

If sufficient balance leaves are available in the user account then the following message will
appear, showing that the leave(s) has been successfully applied and forwardéd to the
concerned Competent Authority.

Message

Leave Applied Successfully




2.0 APPROVAL OF LEAVE / TOUR

2.1 SCREEN 6

When the Approving Authority / Branch Incharge logins on the employee attendance app,
the following options will appear on the screen. This count shows the number of Leave /

Tour request(s) received / pending for action.

Employee

&

Mark Attendance | Check Attendance

ca

Check Leave/Tour Leave/Tour
Approval Status Apprnval

2.2 When approving authority clicks on this option, then the following screen will appear.
Approving Authority selects Leave or Tour and clicks on Submit button.

SCREEN 7

Leave/Tour/for Approval

Leave/Tour

—-Select Type--

Leave

Tour
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3.0

Approving Authority can now choose any one action out of three such as Forward Leave to

gprove / Reject

next authority in case he/she is not competent to approve the leave type,
the leave.

SCREEN 8

ar

XTER CELL
Designation:
Leave Type:

L.eave Categor

Leave From-Tg 07-04-2021 - O7-04-2021 (1)

s m

LEAVE / TOUR STATUS

User can check the status of his leave / tour approval by clicking on the Check Leave/Tour
Approval Status option.

SCREEN 9
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Employee (_:;

Check Leave/Tour

Mark Attendance | Check Attendance
Approval Status




3.1 SCREEN 10

The following screen will appear. User needs to choose Leave or Tour from the drop down
list. By default, current month and year shall be auto selected. User clicks on Submit button
and status for all leave(s)/Tiour(s) applied in the select€d month, shall appeay on the next
screen.

Check Lea Approval Statug

Leave/Tour

--SeIeCt Type__ __

Select Month Select Year

Submit

3.2 SCREEN 11

The following screen shows status of applied leave(s). User can only cancel the applied
leave(s) by clicking on Cancel Leave button If Leave status is still pending for approval.

Leave Approval Status

Name: Satish Kumar

Leave Type: Casual Leave

Leave Category: Full Day

Leave From-To
Date:

07-04-2021 - 07-04-2021 (1)

Reason for Leave:

Leave Status:

Cancel Leave




