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Process Flow Diagram:

Version: 3.0
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User Roles:

Employee Roles
Faculty Applies the working days during vacation days
HOD Approves the working days during vacation days

[IT Madras | Work During Vacations Apply




S HELP DOCUMENT FOR HUMAN RESOURCES — Work During Vacation Apply

Working During Vacation — Help Doc

Login workflow at https://workflow.iitm.ac.in/employee/ and Click — Human Resources -> Leave and
Vacation -> Working During Vacations
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Vacation Details

Select Vacation Year-Ex:2014-15,Vacation Type —Ex: Summer or Winter. The availed vacation dates will

be autopopulated.
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Vacation Year Vacation Type Vacation From Vacation To
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From Date To Date Duration 1
03-11-2015 03-11-2015 1
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https://workflow.iitm.ac.in/employee/
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If the details of ‘2014-15’ ‘Summer’ or ‘Winter’ has already been submitted before, the user can view

those details in Availed Vacations grid above.
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There is another grid which is named as ‘Working Days’ below the ‘Vacation Details’ grid, which auto-
populates the dates of the working days of an employee, between the vacation periods. And these dates
are still editable by an employee, if he/she wishes to change it.

On Click of Submit, the process gets locked to their respective HODs and in turn the HOD can approve
the employees’ leave in the Approve Work during vacation process.
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