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Admin1/DA Approves or Rejects the rejoining or cancellation
of leave for group A

Admin2/DA Approves or Rejects the rejoining or cancellation
of leave for group Band C

Step 1: Employee

Employee logs in to workflow at: http://workflow.iitm.ac.in/employee
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e Employee needs to log in to workflow using their ADS Username and password.

e Employee needs to select the following Menu path for Rejoining / Cancellation of leave
Human Resources->Leave and Vacation->Rejoining/Cancellation of leave

e Once employee selects the appropriate menu, the Rejoining/Cancellation of leave screen opens.
e Employee screen consists of four sections such as,

a) Employee Details b) Sanctioned leave details c) Actual Leave Taken
d) Recommended actions
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Employees Details Section

Employee Details

Employee ID * 1724 Employes Mame Yix

Date of Birth 01014380 Age i
Section

Departrnent i

Rejoining Date g

In Employee details section following fields will be auto populated: Employee Id, Employee Name, Date
of Birth, Department and Age.

For Rejoining, employee needs to fill in the date of rejoining in the Rejoining Date box.

For Cancellation, when the ‘Cancellation of Leave’ check box is selected, the rejoining date

automatically gets selected.

Sanctioned Leave Details

sanctioned Leave Details

Sanctioned Leave Type El Earnad Leave Q
From 02/05/2013 bt Ta 13/05/2013

Duration 12

In the Sanctioned Leave Details, click on the lookup icon and select the leave that needs to be
rejoined/cancelled.

The fields such as From, To, Duration will be auto filled.
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Actual Leave Taken

Actual Leave Taken

Cancellation of Leave D Leave Type Eamnad Leave
Leawe Fram dd/mmsyy bt Leave To dd/mm ey
Curation 12 Available Balance 123

‘Cancellation of Leave’ check box to be checked in case the above selected leave should be cancelled.
Once the box is selected, the values on the rest of the fields in this grid are removed and the rejoining
date is defaulted to the Leave From date.

For Rejoining, the leave from or leave to dates can be adjusted and the duration changes accordingly.

Recommended action

Recommended Actions

Submit

Remarks *

Max 500 characters

Check the Submit box, enter remarks and submit.

The task is forwarded to the Manager for approval.
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Step2: Manager

The initiated task from the Employee will be available in HOD’s inbox.
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HOD can perform one of two actions

e Check the Approve box in order to approve the rejoining or cancellation of leave. Task gets

redirected the dealing assistant.

e Check the Incomplete box if further details are needed from the initiator. The task is redirected

to the initiator.

Rejoining or Cancellation of Leave

Recommended Actions

Remarks Summary
Actiity Mame Remaried By Aomaris

Submit Rejaining Form Fiie
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HOD can see the status of this task in Task status->Participated->Ongoing
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On clicking the “Rejoining or Cancellation of Leave” the task details would appear in right panel of the

grid.

fHome IR HmaRmorcs | Admics  WinSioe  ManAcowts  Membmhis  Ettn | Gewal  TskSis R DowmertEgiow  Pemissonnd Adwnce  Settiemert:

o Porticipated Tasks
0
Process Name

Participated Task Details

Cancellation of Leave :

ActualLeaveFrom: 02052
ActuslLeavelo

Employee 1D ¢

Employes Name :

Sanctioned Leave Type
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Step3: Adminl Dealing Assistant

The task from the HOD will be available in the Admin inbox.

ADMIN Dealing Assistant can perform one of two actions

Rejoining or Cancellation of Leave

Recommended Actions

Remarks Summary
Remarked By Remaris Date of Remars W
2022012

Kk o
Kk yazizna o539

Activity Mame

e Check the Approve box in order to approve the rejoining or cancellation of leave.

e Check the Incomplete box if further details are needed from the initiator. The task is redirected

to the initiator.

DA can see the status of this task in Task status->Participated->Completed

Employee can see the status of his task in Task Status-> Initiated-> Completed
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~= Inbox
7 b
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On clicking the “Rejoining or Cancellation of Leave” the task details would appear in right panel of the

grid.
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