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HUMAN RESOURCES –  APPROVAL WORKING 
DURING VACATION 
This is the help document for understanding the screen-wise and role-wise activities for the Approval 

Working During Vacation 
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Process Flow Diagram: 

 

 

User Roles: 

Employee Roles 

Faculty  Applies the working days for the vacation days 

HOD      Approves the working days for the vacation days 
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Approval - Working During Vacation – Help Doc 

Login workflow at https://workflow.iitm.ac.in/employee/ and Click – Human Resources -> Leave and 

Vacation -> Approve Work During Vacation 

 

Select Vacation Year- Ex: 2014-15 & Vacation Type –Ex: Summer or Winter.  The Earned Leave Approval 

dates Grid will be autopopulated with all the leaves applied by the employees who are subordinates of 

the HOD. 

 

 

 

 

 

 

 

 

 

https://workflow.iitm.ac.in/employee/
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HOD can ‘Approve’ or ‘Reject’ the leaves.  Select ‘Submit’ checkbox in the recommended actions section 

and click ‘Submit’ button which on the right side bottom. 

The Approved leaves must be deducted from the Earned leaves of the employee whose leaves are 

approved, the rejected leaves must not be deducted from the employees’ earned leaves. Approved 

leaves should not populate the next time for the same employee. 

 

The approved records will not show up in this screen again.  The faculty who got rejected can  resubmit 

again and HOD will be able to approve those in this same screen. On Click of ‘Submit’ the leaves get 

approved or rejected respectively. 
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