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INTRODUCTION:

Leave Management System enables you to get the status of the leave, view daily
attendance record, and to apply for leaves.

It facilitates you to:

o Submit the online request for leave application.

o Check the applied leave status and the leave balance.
« View the list of holidays offered by the company.

« View attendance record.

This application allows the following different types of user with different
privileges:

e USER
e SUPER USER(REPORTING USER)
e ADMIN

» USER is created by ADMIN. a user can:

e Apply leave online to his/her Super User (Reporting User).
e Check their attendance.
e View holidays defined by the company.

» SUPER USER has the authority to approve/reject leaves and check monthly
reports of the users who reports to him/her.



» ADMIN is a system defined user and has the following rights, he can:

e Approve/reject leaves of any user.

e Create/delete/update user’s account that access leave management
system.

e Create user accounts through excel sheet dynamically.

Working of Online Leave Management System:

 Initially, admin will create the users according to the hierarchy, who will
then have access to the Leave Management System. All the employees will
be USERs; Reporting Manager will be given SUPER USER’s rights depending
upon the hierarchy.

o Super Users can view employee details who reports to him/her.

e Users can apply leaves online.

« They can view holidays of the current calendar year.

« They can check status of the applied leaves, whether it has been approved
or not.

« They can check their attendance record in calendar or grid view.

o Option to change the password.

URL for Login of USER/SUPER USER/GATE USER/ADMIN:

Run the browser (for e.g., internet explorer) and type http://<IPofPC>*/Ims in
the address bar.

*<IP of PC> is the IP on which LMS Application is installed.

Eg: http://192.168.0.112/LMS



Leave/OD Management System

User Login g vk Events
User Login ID |ser Login 1D Stit LinkTeave Policy
Password

Conveyance Reimt t Policy.

Forgot Password Admin Login

Star Link Communication Pvt. Ltd.
D-88/4, OKHLA PHASE 1
NEW DELHI - 110020

Licence No.:-2006070501
Licence type: Customized For STAR LINK

1. USER

When the User logs in to Leave Management System, the following Attendance
page will open.

Select the “from date” and the “to date” for the period you wish to see the
attendance and press the go button. It can be seen in GRID VIEW OR CALENDER
VIEW. In calendar view user can view the attendance for full month.

<NOTE: The image shown below is only for reference.>

Star Link Communication Pvt. Ltd.

WEECOME SOURAVE | [ Py e e

PRASAD
For Month: [01-Sep-2019]* Go l
USER -

Profile Monday Tuesday \Wednesday Saturday

Holiday

Leave Manage
Emp Attendance
Mis/Absent Status
All Punch

Salary Slip
Change Password

LogOut

Present:13 Leave:0 Week Off:6 Absent:11 Late:1 Total Days:30

Home Page — Leave Management System



e Profile: From this User can browse photo and then upload photo.

T6R | S —TT Link Commumication PVL. Lid.

Profile
PayCode 00000194
| Name SHUBHAM KUMAR YERMA
| Department: SOFTWARE DEVELOPMENT
Designation SOFTWARE DEVELOPER
Date Of Joining 01/09/2013

| Browse Photo Browse_ | No file selected

L)

Profile Page — Leave Management System

e Holiday: When you click on the link ‘Holiday’, the list of holidays, which is
saved in Star Time Office software will appear as per assigned by the
company.



<NOTE: Different holidays can be set for different locations or departments
or their combinations.>

Public Holiday

Dates Of Holidays Day Holidays Name
01-Jan-2019 Tuesday HAPPY NEW YEAR =
Profile
= 26-Jan-2019 Saturday Republic Day
Holiday
21-Mar-2019 Thursday Holi
Leave Manage 22-Mar-2019 Friday RH
Emp Attendance 23-Mar-2019 Saturday RH HOLI
Mis/Absent Status 25-May-2019 Saturday RH COMPBUDHA PURNIMA
All Punch 05-Jun-2019 Wednesday Idul Fitr
= 15-Aug-2019 Thursday Independence Day
Salary Slip
24-Aug-2019 Saturday Janmashtami
Change Password 02-Oct-2019 Wednesday Mahatma Gandhi Birth
LogOut 08-Oct-2019 Tuesday Vijaya Dashami
28-Oct-2019 Monday Vishavkarma Day
29-Oct-2019 Tuesday Bhai Duj
09-Nov-2019 Saturday Annual Day -

Public Holiday List Page - Leave Management System

e Leave Manage:

Application- To apply Leave, click on Leave Application menu. In this page, the
user has to fill the application for the leave. Select the ‘from date’, ‘to date’ and
the leave type that you want to apply for, for e.g., EL, CL etc. Now select the leave
duration for e.g., full day/half day and then mention the reason. You can also
provide Contact no. during leave and finally submit the leave application. After
leave submission is done successfully, a message will appear on the screen
indicating that your leave application has been submitted. User can apply two
different types of half day leave from LMS.



Leave Application

PayCode

Profile
Hobday
Leave Manage To Date -

From Date e

Eap Atendance e L01 - CASUAL LEAVE (CL)-55
gave Type/Co
Mis/Absent Status

Al Punch Leave Duration f“,”@!, v

Salary Skp
Change Password

Reason

LogOut Contact No. During Leave

Submit I

Leave Application Page - Leave Management system

If leave is pending to be approved then it will appear besides the “Leave
Type/Code” Stating the leave type and no of leaves pending (If more no of leave is
pending to be approved).

Status- To see the status of the leave application, click on Status menu. Select the
type of leave (All/Cancel/Voucher No). For Voucher No, type the number and
press View button to see the status of your leave Application. For other cases, it
will be displayed when the option is selected. Here the value of the ‘approval’
column indicates whether the leave has been approved or not. ‘Y’ indicates that
the leave has been approved; ‘N’ indicates that the application has been rejected
and a blank value indicates that the super user has not seen the application till
that time.

To see the status of approval/rejection of gate pass, then click on “OD Gate Pass



TS T ink Commumication PVL. Lid.

Leave Application Status
©Pendng O Approved OReject O All From Date -(1-Apr-2015_|x ToDate: [LMar2016)x | o I
Profile
Holid VOUCHER DATE FROM DATE TO DATE LEAVE NAME DURATION REASON
oliday
No Record Found

Leave Manage

Emp Attendance

Leave Status - Leave Management system

Balance- To see the statistics of the annual leaves, click on Leave Balance menu.

S ik Commurication PVL. Lid.

-

Leave Balance

Opening Consumed Balance
Profile Balance Leave Leave

Hobday

Leave Manage

Emp Attendance

Mis/Absent Status

All Punch

EARNED LEAVE

Salary Shp " 2 [Leave wimrout

PAY

Change P L STARLINK HOLIDAY |0

LogOut

Leave Balance - Leave Management System



Leave Name indicates the type of the leave; Opening Balance indicates the leaves
carried forward from the previous financial year or the leaves credited from the
current financial year; Consumed Leaves indicates the number of leaves already
availed and Balance Leaves indicates the number of leaves left to avail.

e Emp. Attendance: When the User logs in to Leave Management System, the
following attendance page will open. Select the “from date” and the “to date”
for the period you wish to see the attendance and press the go button. It can
be seen in GRID VIEW OR CALENDER VIEW. In calendar view user can view the
attendance for full month.

Employee Attendance

4 |For Month: 01-Jun-2015 |* Go I

1
In :10:06 (LA)
Out:  17:45
[Status: SRT

Present:13 v Week Off:4 Absent:13 Late:4 Total Days:30

User’s Page - Leave Management System



Employee Attendance

From Date :[03)un-2015 |* To Date 30-Jun-2015 |*

Pay Code N Status

Profile

Hobday

Leave Manage
Emp Attendance
Mis/Absent Status
All Punch

Salary Skp

Change Password

LogOut

Present: 13 Week Off:4 Absent:13 Total Days:30

Miss/Absent Status: From this option user can send request to his Super
User/HOD for Miss/absent for approval. For this User can select “From date
to “To date” to check his miss/absent status during this period.

”

There are three options:

Miss Punch — For checking miss punch status during period.
Absent — For checking absent status during period.

All — For checking both miss punch/absent status during period.

User will select date and then click on Action to send request to his Super
User/HOD for approval.



Sarkrdnda com,

- SLarWebOC_Chart i RarWebOC _Server Y LMS Y WebTmeffice im VM5 €9 TestingWorld | | LMS_Attendance

Mis Punch and Absent Status

© Mis Punch O Absent O All 01-Jun-2015 | X 26-Jun-2015 | %

Manage

endance

Change Pa

LogOut

B Morosoft SO8 Server CAWINDOWS\syste S T LM5_Manual_270615 ) LeaveManagementsy

Miss/Absent Status - Leave Management System

e All Punch: All the punches of employee.

File Edit Wiew Higtoyy Bookmarks Tools Help

@ Mozilla Firefox Start Page % | HTML Table Cellpadding % | Page Title % | Je Emplayes Attndance x

€

[B) Mostvisited @ Getting Started @ Suggested Sites @0 Weh Slice Gallery

localhast/LIS/ Al EmpPunch.aspe C || Q szarh wEBe ¥ & © O =

| From Date :[01-Sep-2016 | * ToDate: [30-Sep-z016]* .
1111 00001111 02-Sep-2016 Friday 16:56
1111 00001111 02-Sep-2018 Friday 09:00
1111 00001111 01-Sep-2018 Thursday 16:45
1111 00001111 01-Sep-2016 Thursday 09:00




e Salary Slip: this option keeps the salary slip of the user. User can check any of
their past salary slip by selecting the month and year option from top left
corner and click the generate button on the right side. A new pop up screen
will come showing the salary slip.

aM32019 Salary Slip

STAR LINK COMMUNICATION PVT.LTD
D-88/4 OKHALA INDL . AREA ,PHASE-I,NEW DELHI
SALARY SLIP(FORM -11)

Employee Name : Ravi Bouns Case 4 PAYCODE : B004
Father's/Husband : GRADE : N/A
Name DATEOF : 01/01/2017
DEPARTMENT : BREWERY WASHING JOINING
DESINATION : BREWERY WASHING PFAC : 0.00
PAN NO NO.

ESICNO :

SALARY FROM THE MONTH OF Aug 2017

ATTENDANCE DETAIL LEAVE DETAIL Total Paid Day
Working Days 31 EL (1]
Weekly off./Holidays 4/0 CcL 0 31

Other Leave 0

SALARY DETAILS

SALARY COMPONENTS RATE (in Rs.) EARNING (in Rs) AREAR (in Rs) DEDUCTION {in Rs)
basic 11000 11000 0.00 PF(Employee) 01
HRA 5000 5000 0 ESIC{Employee) 0.00
COMPOSITE ALL 0 0 01 DS 01
CONV 3000 3000 0.00 Advanse 01
MEDICAL 4000 4000 0.00
SPLALLO
LTA

e Change Password: To change your password, click on the ‘Change Password’
menu.

=Ty Tink Communication PL. Ltd.

e >
%)

Change Password

Logn ID [ show in Character

0Oid Password [seesavene |
New Password

Bl Confirm Password (iew Passwor ]

(55 B8




e Logout: Press logout option of the menu to logout from the Online Leave
Management System.

2. SUPER USER:

For Super User two additional privileges has been provided in addition to all
options present in USER log in.

When the Super User logs in to the Application, the following home page will
appear:

et i itoy_SeckaraisToo 5o
¢ UserLogin Page % | HTML Table Cellpadding % | Page Tite Jt Y Leave Approve x |+

€ ) P O 192163098/ ms/Leavelcreptance.aspx e |[Q search Pal=-NE T -] =

Most Visited @ Getting Started @0 Suggested Sites @ Web Slice Gallery

Approve Leave

@ Pending Request Mame [ame | PayCode [PayCode | Search
mm e i

Process Approve Relect 1111 06-Apr-2016 06-Apr-2016 CASUAL LEAVE e
Process Approve Relect 1111 AbD O1-hn-20 6 0 -hun-2015 CASUALLEAVE  [1 tyhtrhyrit
Process Approve Relect 1111 AbD P20 2702016 CASUALLEAVE  [1 ropfaty
Process Approve Relect 1111 AbD 2202016 22-0-2015 EARNED LEAVE 1 e
Process Approve Relect 1111 AbD 232016 23-0l-2016 CASUALLEAVE  [1 kb
Process Approve Relect 1111 AbD 192015 19-0l-2015 CASUALLEAVE  [1 sufgsdigetd
Process Approve Relect 1111 AbD 21206 2-0l-2015 CASUALLEAVE  [1 asdlasdtasdi
Process Approve Relect 1111 AbD 26-ALg- 2016 26-Ag-2016 CASUALLEAVE  [1 tstevsaity
Process Approve Relect 1111 AbD 19-ALg-2016 19-Aug-2016 CASUALLEAVE  [1 firtrrt
Process Approve Relect 1111 AbD 05-Auig- 2016 05-Auig-2016 CASUALLEAVE  [1 gimghimahj

Visit Us Starlinkindia

»

Desktop

- % 1D



e Employee Reports: This menu allows the Super User to check Employee
Reports like:

e Employee Detail

e Absenteeism

e Monthly Performance Register
e Attendance

e Late Arrival

Employee Detail: In this report the Super User can check the details of employees
of his/her company. The format of employee details is given below:

Reports
O Details i ) Monthly Attendance Register ' Late Arrival '’ Attendance

Profils i Search I Selection

ronle
\Holiday 000141-Prakash Chand Sharma &
Leave Management m
(Appli Status Bal. ¥ Prakash Chand T, e Marketing ;

pplication. mce) || v 000141 i asls 22/01/1968 | 13/02/1988 ton: (e e naver " NONE

Employee Attendance
All Punch

Employee Reports
Approve Leave’
Change Password

LogOut

Absenteeism: In absenteeism report the Super User can see the reports of those
employees who were absent in the selected period by selecting the ‘from date’
and the ‘to date’. An example of absenteeism report is given below:

Reports

Employee Details '@ Absenteeism Monthly Attendance Register Late Arrival ) Attendance

. ERI DS m‘ - to-bite: w" Search I Selection IAT“ Click Execl Img To Download
| 1.

Holiday

Reason shift Stat -
Leave Management 000141 = A
(Application Status Balance) 00014 Praka g
00014 T
Employee Attendance 50014 2
00014 e
All Punch 0001 AFT
00014 o
Employee Reports 00014 AFT
00014 T
Approve Leave 00014 AFT
g 00014 AFT
Change Password 00014; ST
00014 e
AFT

LogOut 000141




Monthly Attendance Register: In monthly performance register the Super User
can check the performance of employees like shift, in time, out time etc. The
format of monthly performance register is given below:

| [Reports

~ Employee Details ' Absenteeism '® Monthly Attendance Register ' Late Arrival ' Attendance

Profile
Holiday

Leave Management
(Application Status Balance)

Employee Attendance
All Punch

Employee Reports
Approve Leave
Change Password

LogOut

From Date :

01-5ep-2015 | To Date : [18-5ep-2015 |*

000141-Prakash Chand Sharma <

avCode PresentCar g | Companyc Departmen Departmen CatagoryN | gy T R = HoursWork g LATEARRIV/SHIFTATTE  LeaveValu [I§
PayCod: SCar EmpN g Spantrn shift  Gradecode Dateoffice out2 = Status EAF IETAY =
Prakash
Marketing . 01-Sep- -
000141 | 00000141 | Chand c02 co1 DOS | gemnremene| maver oFF o1 E 0.00 wo 0 OFF 0
Sharma
Prakash
Marketing 3 : 02-Sep- 5
000141 | 00000141 | Chand co2 co1 D05 [genrement| Mave £FT o1 Sote, 0.00 A 0 aFr 0
Sharma
Prakash g m—
000141 | 00000141 | Chand co2 cor Dos Marketing | over AFT ot 9y o 0.00 A 0 AFT 0
Department 2015
Sharma
Prakash
Marketing 3 p ” 04-Sep- 5
000141 | 00000141 | Chand c02 co1 D05 [Jenrement| Mave £FT o1 s 0.00 A 0 aFr 0
Sharma
Prakash
Marketing - . . 05-Sep- .
000141 | 00000141 | Chand c02 co1 D05 |gemnremene| maver AFT Go1 R 0.00 A 0 AFT 0
Sharma
Prakash
Marketing 3 i 06-Sep-
000141 | 00000141 | Chand c02 co1 D05 [Jenrement| Mave £FT Go1 Sorn 0.00 A 0 aFr ]
Sharma
Prakash
Marketing . . : 07-Sep-
000141 | 00000141 | Chand co2 cor D05 [peprement| Maver ZFT cor e 0.00 A 0 AFT 0
Sharma
Prakash
Marketing 3 y 08-Sep- e
000141 | 00000141 | Chand c02 co1 D05 [genoremens| nave oFF o1 ot 0.00 wo 0 OFF 0 !
q B »

Late Arrival: In late arrival report the Super User can check the reports of those
employees who have come late in the company. Its report format is given below:

Reports

) Employee Details '’ Absenteeism ' Monthly Attendance Register @ Late Arrival ' Attendance

Profile
Holiday

Leave Management
(Application,Status Balance)

Employee Attendance
All Punch

Employee Reports

Approve Leave

Change Password

LogOut

From Date :

01-Sep-2018|x To Date : 18-Sep-2019 |*

000141-Prakash Chand Sharma =

o=

b |Catagorynic o [ o steoffice SHIFTATT shiftStartT
ntName 2t ame - (cradecodel Shift | [Dateoffice| eypen [ e

In1 Late1 Late10 | Late30 Late60

| pavcode |emprame Companyc Departme Departme Latearriva

ntCode




Attendance: In attendance report, the Super User can check the attendance of
employees by selecting the ‘from date’ and the ‘to date’. Its report format is given
below.

Reports

Details () Absenteeism

Monthly Attendance Register

Late Arrival ® Attendance

bt Al From Date :
Profile

To Date :

Holiday

Leave Management
(Application.Status Balance)

Employee Attendance

All Punch

Employee Reports

Approve Leave opoT41

Change Password
LogOut

Giadecads ateolfice SHIFTATTEN = ShiftStartTim Status
DED e
Prakash
000141 Chand co2 co1 naver Dos Marketing Go1 01-Sep-2019 | OFF OFF 0 wo
o Department
Sharma
Prakash
o = . = Marketing 4 s saaral ses ; 02-5ep-2018
000141 Chand co2 cot naver D05 g | cat 02-56p-2015 | AFT AFT s ) A
Sharma
Prakash 7
Chand co2 co1 naver DS Markeling |54 03-5ep-2019 | AFT AFT 03-Sep- 2019 0 A
2 Department 11:00
ama
Prakesh i "
000141 Chand co2 cot naver Dos Wt . | et 04-Sep-2019 | AFT AFT P Sopa0tg 0 A
Shama Enermen s
Prakash
000141 Chand coz cot naver Dos Markoling (80 05-Sep-2019 | AFT AFT 05 Seg-2D 0 A
o Department 11:00
hama
Prakash -
000141 Chand co2 co1 naver Dos g""ke“"g Go1 06-Sep-2019 | AFT AFT 06-Sep: 2013 0 A
ki epariment 11:00

e Approve Leave: This menu allows the Super User to approve the leaves for
his/her subordinates.

Fle Edit Yiew Higtory Bookmarks Taols Help

% UserLogin Page

% | HTML Table Cellpaciding

% PageTitle

(€ ) P (O 192168090/ Ims/Leavebeceptance aspx

[B) Most Visited @ Getting Started @ Suggested Sites @ Weh Slice Gallery

Approve Leave

Pend

ing Request

Appraved

Rejected

- Leave Apprave

C || Q Search

Mame [Name ]

PayCaode [PayCode

| Search

J

BEA h

Process Approve Rejsct 1 06-4pr-2016 06-&pr-2016 CASUAL LEAYE v
Process Approve Rejsct 1 BEA 01-dun-2016 01-un-2016 CASUSLLEAYE 1 tybtrhyriyt
Process Approve Rejsct 1 BEA 27126 27-Il-2016 CASUSLLEAYE 1 ragffdy
Process Approve Rejsct 1 BEA 220206 2212016 EARMED LEAYE |1 aelcgwc
Process Approve Rejsct 1 BEA 230206 23-I-2016 CASUSLLEAYE 1 khihokj
Process Approve Rejsct 1 BEA 1812016 15-1l-2016 CASUSLLEAYE 1 sufgsdigstd
Process Approve Rejsct 1 BEA 21-1-206 21-Il-2016 CASUSLLEAYE 1 asdasdfasdf
Process Approve Rejsct 1 BEA 26-Aug-2016 26-Aug-2016 CASUSLLEAYE 1 tgstobsdty
Process Approve Rejsct 11 BEA 19-AUg-2016 19-ALg-2016 CASUALLEAYE 1 fhrtrtrt
Process Approve Rejsct 11 BEA 08-AUg-2016 08-ALg-2016 CASUALLEAYE 1 gimghimgt)




There is an option for searching employees who have applied for leave. The Super
User can search for the employee with wither the name or the pay code. Click on
APPROVE, REJECT, PROCESS link in Grid to open the Leave approval page of the

(Eile Edit ¥iew Higtory Bookmarks Lol Help il e |
' Userlogin Page % | HTML Table Cellpadding % | Page Tite % | S Leave Approve %

€ ) (D] 192.168.0.98/Ims/Lesvedcceptance aspx C || Q Searcn wEa &+ & e =

[B) Mast isited @ Getting Started @ Suggested Sites @ Weh Slice Gallery

',.m._. O Bckira |

Approve Leave

MName L80 LeaveReasan RidahidiAudsd
Paycode 1111 Duration 06-4pr-2016 to  06-Apr-2016 Leave Type Opening Balance
Designation MNone From Date 06-Apr-2018
CASUAL o .
Departrment Do1 To Date 06-Apr-2016 LEAWE
woucher No 0000000025 Approved date 17-Sep-2016
= EARNED:

Yes © o -2.5
Leave Mame CASUAL LEAVE Approve - LEAVE

Mo
Leave Code oD Leave Count 1 Day(s) L

LEAVE

ited

Visit Us Starlinkindia

Desktop > o [Bg "7 )  1:57PM

Super User can reduce the applied leave duration by changing the ‘from date’,
and ‘to date’ of applied leave.

Super User has the right to approve/disapprove leave. If the leave is approved
then select Yes else No and with Remarks and press OK button. Thereafter A mail
will be sent to the user with reason.

e Logout

Press Logout option of the menu to logout from the Online Leave Management
System.



3. ADMIN: Admin is a system defined user. When the Admin logs in to the
Online Leave Management Software, the following home page will open.

Create User

Leave Master
Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

e Create User: Press Create User button to open the create user page of Online
leave management system. An admin can create, update and delete account
of User/Super User/Gate User.

Create User
® User ) Reported User User Type Registered =
Create User
Paycode | Employee Name I Location —
Leave Master
— Company  E— Department — Desigation —
Missed Punch Status »
PayCode Employee Name Company Department Designation Location User ID
Coubgniation User "
MIDLAND MICROFINE | Star Link Software
].mpon User Edit Delete ; 00000001 LTD Communicaton Department. Okhla Phasel 00000001
Pvt Ltd
Change Password Star Link
= » Santosh Kumar Software
e Edit Delete 2 00000002 Sontoshh Communicaton | SISy Okhla Phasel 00000002
Z
Sanlink Software
Edit Delete ; 00000004 Deepsk Singh Communicaton Department Okhla Phasel 00000004
Pvt Ltd
Star Link —
Edit Delete ; 00000005 Mukesh Sharma Communicaton Department. Okhla Phasel 00000005
Pvt Ltd
Star Link —
Edit Delete a 00000007 Pupul Ranjan Communicaton | Sofwere Okhla Phasel 00000007
Pvt Ltd ok
Star Link Y TS e T
Edit Delete 2 00000011 Shashi Kumar Communicaton | parketng Okhla Phasel 00000011
Pvt Ltd
Star Link Marketing
Edit Delete ; 000141 Prakash Chand Sharma | Communicaton Deoartment: Okhla Phasel 000141




a. Select “Unregistered User” from drop-down list. There are many options for
searching user in LMS, so Search Unregistered user for Creation of LMS user.

Create User

Leave Master

Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

|create User

® User O Reported User User Type Un Registered <
paycode — Employee Name — Loction —
company — Desartment — Designation —

PayCode

Employee Name Company Department Designation Location
Star Link
. Marketing
New 00000014 Abhinay Kumar Communicaton | parketng Okhla Phasel
Pvt Ltd
Star Link
New 00002222 Ravi Sevice punch Comminiaton. |Soiware Okhla Phase1
Department
Pyt Ltd
Star Link
Marketing
New 000750 Vandana Mudgil Communicston | 2R Okhla Phasel
Star Link
New 000751 Jai Nath Communicaton g:'ke“"g Okhla Phasel
partment
vt Ltd
Star Link
New 001152 Naresh Sikka Communicaton | Marketing Okhla Phasel
Department
Pyt Ltd
Star Link
New 001338 Chandra Pr Arora Communicaton | Harkefing Okhla Phasel
Pvt Ltd )epartment

b. Click on New link in Grid view
c. Select Reporting User from click on select link, there is also an option for
search Reporting user.

reate Us;at
Leave Master
Leave Status
Missed Punch Status
Configuration User
Import User
Change Password

Logout

Create User

Paycode

|| Employee Name | — Location | —
Company |:] Department :l Desil [ ]
Paycode : 1000141 Employee Name Prakash Chand Sharma
User Id : [ooo1a1 [ Check Availabilily] Company Star Link Communicaton Pvt Ltd
Password B | Department Marketing Department
Confirm i fesssceens | Designation
Location Okhla Phasel

PayCode Name Company Location [
0000001 MIDLAND SRRkl ISoftware lokhla
ICROFINE LTD[SoM TS [Department Phase1
select J0000002(S2Ntosh Kumar [Se2r Link [Software lokhia
rivastav fcomm! [Department lPhase1
Star Link
’ ISoftware lokhia
‘ ISelect 0000003(aman Singer.  Commi IBepartient IPhase1
| [Star Link
[ ISoftware lokhla
‘}Se'ﬂ 00001 ecpekiingh ' [Coo [Department Phase1
| [Star Link
i Select 00 Sharmalc goftware g::slzl
vt Ltd
| [Star Link
| ———— : -

IOkhla N

After Clicking on New Link

Selected Reported User

Double Click on List to remove Reporting User

Use Up and Down button to rearrange order of Reporting
User




Create User

| paycoce [— Employee Name [— Location —
|

Create User

company — Desartment — Designation —

Leave Master

Leave Status Paycode : 1000141 Employee Name : | Prakash Chand Sharma
Missed Punch Status User Id : foootar [ Check Avgj[abih_(z' Company : | Star Link Communicaton Pvt Ltd
Configuration User Password i [oeseseeee Department : | Marketing Department
Import User Confirm lsssssesee | Designation
Change Password | Location d Okhla Phasel
Logout PayCode Name Company Location [N Selected Reported User
P MIDLAND [Star Link lsoftware lokhla Double Click on List to remove Reporting User
[Select 000000011~ oFINE LTD)| E&ml‘r&umcalon Department Phasel b!se Up and Down button to rearrange order of Reporting
ser
|Star Link 10000
h Kumar [Software Okhla 00000005-Mukesh Sharma A
lselect 00000002537 Communicaton
}— rivastav e [Department [Phase1 00000007-Pupul Ranjan *
IStar Link
: [Software lOkhla
Select Singer ; o Department lPhase1 *
|Star Link
[Software [Okhla
ISelect Deepak Singh Cmc;rnLr{:jumcaton Department bhasei
i spa Ptk ISoftware lokhla
T D [Phase1 <
Pvt Ltd
L ,_[rtink ISoftware loknla |~

d. After filling User ID password, the Admin can the rearrange order of reporting
users with the help of Move Up and Move Down button.

e. After filling all the required fields and checking validation, click on the Create
Button to Create User.

To Edit Existing LMS user: to edit a user; select the user for editing by clicking
on the Edit link.

Create User

® User ) Reported User User Type Registered =

Create User

paycode — Employes Name [— Locton — |
Company —— Department ——1 Designation ——

Leave Master

Leave Status

Missed Punch Status

Reported
U

Update i PayCode Employee Name Company Department Location User ID
Configuration User i
o Star Lin
Tmpott User Edit Delete Q 00000001 MIDLAND MICROFINE | Communicaton ggf;;":::e o Okhla Phase1 00000001
Pyt Ltd
Change Password Star Link
Edit Delete Q 00000002 gficta":t::‘”"‘a' Communicaton ggf;;":::e o Okhla Phase1 00000002
Logout Pyt Ltd
S . . star Link J—
Edit Delete Q 00000004 Deepak Singh Communicaton | 327001 Okhla Phase1 00000004
Pyt Ltd
” » e Lk Software
Edit Delete A 00000005 Mukesh Sharma Communicaton | 327001 Okhla Phase1 00000005
Pyt Ltd
. . A star Link —
Edit Delete A 00000007 Pupul Ranjan Communicaton | 327001 Okhla Phase1 00000007
Pyt Ltd
N 3 , Star Link. Marketing .
Edit Delete Q 00000011 Shashi Kumar Communicaton | SETCERT Okhla Phasel 00000011
Pyt Ltd
N ~ Star Link. Marketing )
Edit Delete Q 000141 Prakash Chand Sharma | Communicaton | (27<%I9 Okhla Phase1 000141




Create User

Leave Master

Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

Create User
paycode == Employee Name — Location ——
Company ) Departmen —— > —)
Paycode : |000141 Employee Name Prakash Chand Sharma
User Id : pooia1 [ cheokAvaJlablMy] Company 3 Star Link Communicaton Pvt Ltd
Password H Department Marketing Department
Confirm Designation 5
Location : | Okhla Phasel
I PayCode Name Company Location [BS Selected Reported User
- 000000, MIDLAND itaerk ISoftware lokhla Double Click on List to remove Reporting User .
le MICROFINE LTD[SSTT: Department Phase1 3se Up and Down button to rearrange order of Reporting
i ser
e 0000002/Santosh Kumar (3tar Link Software lokhla 00000011-Shashi Kumar - 4
rivastav S Department Phase1
[Star Link
[Software Okhla
ISelect )0 Singer *
S D Phase1
Star Link
[Software Okhla
ISelect 0000004/Deepak Singh
S [Department Phase1
[Star Link
Select Sharm=|: Softwars St ;
[yt Ltd
L. oo [PBPLINK ISoftware oknta |~

After clicking on edit link

Update all fields then click on Create button to save.

How to Delete LMS user:

Create User

Leave Master

Leave Status
Missed Punch Status

Configuration User

Import User

Change Password

Logout

Create User
) User ) Reported User User Type Registered =
paycode — Employes Name — Location —
Company 1 Department — Designation —

loyee Name partment  Designation User ID
Star Link
x MIDLAND MICROFINE Software
Edit Delete Q 00000001 e Communicaton | 3oFware Okhla Phasel 00000001
Pyt Ltd
Star Link
x Santosh Kumar Software
Edit Delete Q 00000002 Sl Communicaton | 3oFwere Okhla Phasel 00000002
Pyt Ltd
Star Link —
Edit Delete Q 00000004 Deepsk Singh Communicaton Okhla Phasel 00000004
Department
Pyt Ltd
Star Link Software
Edit Delete Q 00000005 Mukesh Sharma Communicaton Okhla Phasel 00000005
Department
Pyt Ltd
Stanlink Software
Edit Delete a 00000007 Pupul Ranjan Communicaton | 5 Okhla Phasel 00000007
epartment
Pyt Ltd
Star Link Marketing
Edit Delete Q 00000011 Shashi Kumar Communicaton | par<eerd Okhla Phasel 00000011
Pyt Ltd &
Edit Delete A 000141 Prakash Chand Sh S moncaton | Marketing Okhla Phase1 000141
Edit elet Q rakash Chand Sharma | Communicaton | Harkeind  Phase




A

Create User

Leave Master

Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

Apps [ Thesaurus.com [Sy.. [ Zimbra Web Client...

. Newsfee fIn..
] 192.168.10.102 says
Create User
Are you sure to delete this User Id..?
® User ) Reported User
Paycode | —; tion
Company :] Department :] Designation

% Powtoon | Create A..

B From Text To Speec... »

[ 1]
—

Update Employee Name Company Department  Designation Location
Star Link
Edit Delete Q 00000001 MIDLAND MICROFINE . micaton | SOftWare Okhla Phase1 00000001
LD Department
Put Ltd
Star Link
v Santosh Kumar g Software
x
Edit Delete Q 00000002 Sl Communicaton | BCputrment Okhla Phase1 00000002
Star Link —
Edit Delete 2 00000004 Deepsk Singh Communicaton | oo Okhla Phasel 00000004
Pyt Ltd SRR

e Leave Master: From this option Admin can Edit any Leave which is
added/created in Time Office Software.

Create User

Leave Master
Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

‘ Leave master

Update LeaveCode Leave Discription Negative Apply W/O Include HoliDay Include
Edit CcL Casual Leave L N N N
Edit EL EARN IEAVE L N N N
Edit COF COMPENSATORY OFF P N N N
Edit 0D OUT Door Duty P ¥ ¥ Y
Edit LoP Loss Of Pay A Y ¥ Y
Edit SL Sick Leave E N N N
Edit PL WFH K ¥ N N

Click on Leave Master

After clicking on Edit option following Window will open.

Create User
Leave Master

[ Leave Status
Missed Punch Status
Configuration User
Import User
Change Password

Logout

Leave master

Leave Code

[ Leave Description :

I
| Casual Leave

Leave Type :

Is Negative Leave Allow:

) (Checked if negative Leave Apply)

Sanction Limit:

Is Holiday Include:

=
| () (Checked if HoliDay include)

Is W/O Include:

[ (Checked if /O include)

Admin can change in the following field:-



Leave Type- Admin can change type of Leave such as to change as Leave, Present,
Absent.

Is Negative Leave Allow- From this option Admin can give permission to apply
negative leave to the entire user.

Sanction Limit- From this option Admin can decide Max and Min Leave to apply
for LMS User.

Is Holiday Include- From this option Admin can decide for LMS User to apply
Leave on Holiday or not.

Is W/O Include- From this option Admin can decide for LMS User to apply Leave
on weekly off or not.

e Leave Status: From this option Admin can see Pending, Approved, and
Rejected Leave of selected employees or all employees of the particular year.

Leave Status Al B E ame mployee Paycode Year:
Create User

_— Apply ID Paycode EmployeeName From Date To Date Leave Code Leave Duration First / Second Half -
Leave Master
Ticave Statte 8 00000001 MIDLAND MICROFINE LTD 31-Jul-2019 31-Jul-2019 COF 1
Missed Punch Status L 00000007 Pupul Ranjan 31-Jul-2019 31-Jul-2019 COF 1
Configuration User 6 00000002 Santosh Kumar Srivastav 10-Jan-2019 10-Jan-2019 oD 1
5 00000002 Santosh Kumar Srivastav 07-Jan-2019 07-Jan-2019 CcL 1
Import User

Change Password

Logout

e Configuration User: From this option, Admin can set the following
parameters:



Approval Type- There are two options for Approval Type which are as follows:-

1. Single Level Approval- From this option when User Apply Leave and any of
his Reporting Person approves Leave then Leave will Approved.

2. Step by Step Approval- When this option has been selected, then, on
applying a leave if there are more than one Reporting Persons for the User,
this Leave will be forwarded to his Lower Reporting Person first. If Lower
Reporting Person approves the leave, then it will be forwarded to the
Higher Reporting Person. If Higher Reporting Person approves this Leave, it
means that the Leave has been approved. If the Higher Reporting Person
rejects the Leave, then it will be rejected.

NOTE: If any Reporting Person rejects the Leave, it means that the applied Leave
has been rejected.

Leave Management | LMs Configuration
System Approval Type : * Single Level Approva =

Create User Email To User * ®yes ONo

Leave Master Server Ip 192.168.0.205 SSL Enable

Leave Status Bk 25

Missed Punch Status

Configuration User
Import User password e

Mail From mukesh.sharma@starlink.co.in

Change Password Admin Mail ID mukesh.sharma@starlink.co.in

Logout

Gate Pass (Check if Gate Pass Allow)

Leave Apply From Date 01-Jan-2019 |
Leave Apply To Date 31-Dec-2018 | *

© ' Mandatory Fields. |[* g 0

e Import User: Click on the Import User button to open import user page. If you
want to create users from excel sheet then you can import excel sheet from
this page and this option can create only the user and super user.

For excel format click on Get Excel Format to generate and save this. Fill all the
details accordingly.



Create User

Leave Master

Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

e Change Password

mport User

Choose File | No file chosen

I Import Excel l[ Get Excel Format

: From this option Admin can change Password.

Create User

Leave Master

Leave Status
Missed Punch Status
Configuration User
Import User

Change Password

Logout

e Logout
System.

hange Password

Admin Login ID

[ show in Character

0Old Password

(Old Password

8 |New Password

[New Password

Bl |Confirm Password

. Press Logout option to escape from the Online Leave Management

4. FORGET PASSWORD: If a User, Super user has forgotten his/her LMS
password, then he/she can click on the link “Forgot Password” displayed on
the Login Page to retrieve the password.

When any of the above mentioned users clicks on the “Forgot Password” Link
then the following screen will appear.



USER LOGIN
User Login ID pamn ]
Password R
Forgot Password Admin Login

United Breweries Limited
UB TOWER, LEVEL 3,4 & 5, UB CITY, 24,
VITTHAL MALLYA ROAD, BANGALORE

Licence No.:-2018080301
Licence type: General

User can type their Employee Login ID and the Email ID associated with it.

As soon he/she clicks on the Submit button then an email will be sent to the
respective Email ID with the Existing Password.

**THE END**



