Steps of Applying leave for Employee

Step-1

Click on https://du.samarth.ac.in/index.php/site/login and login window appears on user
screen.

Then Click on First time login? TAB

du.samarth.ac.in/index.php/siteflogin
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Step-2
Enter your registered Email and captcha text

Then, Click on Request Verification code


https://du.samarth.ac.in/index.php/site/login

First Time Login

Please enter your username and Request verification
code to initiate First Time Login.

Username ™

[ jkumar702@gmail.com l

Captcha Verification

Type the text
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Forgot Password ?7 Or Retumning User ?

Step-3

Enter your verification code sent to your registered Email and Mobile no. and Enter your own
password

Click, Submit verification code
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Please check your sms for OTP Verification sent on your mobile ~g****=**1g or email jk*******@gmail com. Please do not refresh this page.

Set New Password

Enter Secure verification code and set your new
password

Flease do not refresh this page.
Time remaining to enter the verfication code - §

min 48 sec

Secure Authentication Code

| 523006 |

MNew Password *

Re-enter new password *

Re-enter new password must be egual to New




Step-4
Samarth window will appear on your computer screen
Click on Leave TAB

Then, Click on Leave Applications
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Step-5
Then, click on New Leave Application

Home | Leave Applications

Leave Applications
o —

Leave
Employee Service Record
# Code Employee Details Cadre Number Leave From Date To Date Days Status Rejoin  Actions
Select Employee |+ v Al v All v

No results found.

Last Updated: 3 days, 23 hours, 50 minutes and 30 seconds ago



Step-6

User will apply Leave as shown below and click on save button

Home / Applications | Hew Leave Application

New Leave Application

Leave

Casusl Lesve (Contsctus) ~

Your remaining Casual Leave (Cantachml)s : 4

From Date | Time
2022.0128
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To Date / Time
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“You are applying for 1 days.
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A
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Uplosd Supporting Document "
Drag & drop files here .
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Step-7
This window will appear on your computer screen

Click on submit button, your Leave Application will submit successfully.
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User can also check Leave status by Clicking on Leave applications

And, For Checking Leave Account Status Click on Leave Account
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