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1.System Overview 
The Online Leave Management System is designed to simplify and streamline the leave 

application and approval process within an organization. Employees can easily apply for leaves, 

track their leave history, and view annual holidays. Supervisors and HOD/DHODs can manage 

leave requests, approve or deny them, and receive notifications via email. 

2.Key Features 
• Request leave online. 

• Receive email notifications for leave requests, approvals, and rejections. 

• Edit or delete leave requests (only when the request status is "Pending"). 

• Track leave balances and history. 

• View yearly holiday calendars. 

• Add or remove specific email notifications for users. 

• Leave MAs can manually add leave requests for employees. 

• Supervisors and HODs can approve/reject all leave requests (regular and duty leaves) 

• Leave summary includes all leave types (regular and duty leaves).  
 

❖ Email notifications are sent only to the employees whose email addresses are added to the system. 

3.User Roles (Actions) 

1. Normal Employee 
• Request leave. 

• Edit or delete pending leave requests. 

•  View the holiday calendar for the year 

2. Supervisor Employee 
• Approve or reject leave requests from Normal Employees. 

• Forward approved leave requests to HOD/DHOD for final confirmation. 

• Request leave, edit, and delete pending leave requests. 

• View the holiday calendar for the year. 

3. HOD/DHOD 
• Final approval or denial of leave requests forwarded by Supervisors. 

• Request leave, edit, and delete pending leave requests. 

• View the holiday calendar for the year. 

4. Leave MA 
• Add Manually Request leave. 

• View the holiday calendar for the year. 
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4.System Workflow 

1.Normal Employee 
• Adds a leave request. 

• System sends an email notification to the selected Supervisor. 

2.Supervisor Employee 
• Reviews the leave request. 

• Approves or rejects the request. 

• If approved, forwards the request to the HOD/DHOD. 

• System sends an email notification to the assigned HOD/DHOD 

3.HOD/DHOD 
• Finalizes the request by approving or rejecting it. 

• System sends an email notification to the Normal Employee with the final decision. 

4. Leave MA 
• Manually adds a leave request for any employee in their division. 

• System sends an email notification to the selected Supervisor. 

5.Modules/Sections 

1.Main Dashboard 

 

• Quick access to key system functionalities. 
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(Approve/Reject, Apply Leaves, My Leaves, Leave History, Duty Leave, Manual Leave ,Holidays 

and Add Your Mail) 

2.Approve/Reject 

❖ This page is only available to the Supervisor and HOD/DHOD 

a) For HOD/DHOD 

 

b) For Supervisors 

 

• Allows Supervisors and HODs/DHODs to view, approve, or reject pending leave 

requests. 

• A table of pending leave requests will appear, showing employee details, leave type, 

dates, and reasons. 
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• Supervisors can approve or reject the leave and forward it to the HOD/DHOD for further 
action. 

• HOD/DHOD can finalize the approval or denial of leave requests. 
• Email notifications are sent at each stage. 

 

3.Apply Leaves 

 

• All employees, including Supervisors and HODs/DHODs. 
• Allows users to submit a new leave request. 
• A leave request form will open where you can select leave type, dates, and provide a 

reason. 
• Submit the form to send the request to your supervisor for approval. 
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4.My Leaves 

 

 

• All employees, including Supervisors and HODs/DHODs. 
• Displays a list of all leave requests submitted by the user, along with their current 

status (Pending, Approved, or Rejected). 
• View all your leave requests with details like leave type, dates, status, and reasons. 
• Edit or delete leave requests if their status is still Pending. 
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5.Leave History 

 

• All employees, including Supervisors and HODs/DHODs. 
• Provides a complete history of all leave requests, including approved. 

• Click the blue eye button to view full details in the left side panel for the leave 

request. 

6.Duty Leave 

 

A. Duty Leave Dashboard 

• Quick access to key system functionalities. 

• Approve/Reject, Add Duty Leaves, My Duty Leaves, Duty Leave History) 

a) Approve/Reject 

• This page is only available to the Supervisor and HOD/DHOD 
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(The same process applies to approving and rejecting Duty Leave requests. 

b) Add Duty Leaves 

 

• All employees, including Supervisors and HODs/DHODs. 
• Allows users to submit a new leave request. 
• A leave request form will open where you can select leave type, dates, and provide a 

reason. 
• Submit the form to send the request to your supervisor for approval. 

c) My Duty Leaves 

• All employees, including Supervisors and HODs/DHODs. 
• Displays a list of all leave requests submitted by the user, along with their current status 

(Pending, Approved, or Rejected). 
• View all your leave requests with details like leave type, dates, status, and reasons. 
• Edit or delete leave requests if their status is still Pending. 

 

d) My Duty History 

• All employees, including Supervisors and HODs/DHODs. 

• Provides a complete history of all approved leave requests. 
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7. Manual Leave 
❖ This page is only available to the Leave MA  

 

 
 

A) Manual Leave Entry Dashboard 

• Quick access to key system functionalities. 

• Add Leave, Leave Edit, Add Duty Leave, Duty Leave Edit 

• You can search by EPF, Name, or Designation and select an employee. 

Click Add Leave to load the leave request form. 
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8.Add Your Mail 

 

• All employees, including Supervisors and HODs/DHODs. 
• Allows employees to add or remove their email addresses for receiving notifications. 
• Enter your email address in the provided field. 
• Save the changes to start receiving email notifications. 
• To stop receiving notifications, remove your email address. 

 

9.Holidays 

• All employees, including Supervisors and HODs/DHODs. 
• Displays the list of official holidays for the year, helping users plan their leaves. 
• View a complete list of holidays with dates and descriptions. 
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6. How to 
 

1. How to Apply for a Leave Request 
 

 
 

2. How to Approve an Annual Leave Request (Representative) 
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3. How to Add a Half Day Leave 
 

 

 


