New Leave Management
System & Travel Desk —
SOP(Chennai)

May-2022




HRMS 29

Agenda:-

« New HRMS Dash Board

 New Leave Management System — Leave Request (Latest Leave Rule
integrated), Leave Summary, Check Attendance & Insurance Renewal.

« New Travel Management — Travel Request, Additional Advance & Visit
Report.

« Reset Password — To Reset portal password.

”mom PAN LIGHTIN DASHBOARD (rocour)

AN&iTaGroup Company

Internal link -
http://192.168.81.174/1JL_HRMS/login.aspx

NAME: M DINESH KUMAR dinesh ki ijl.co.i 1
DEPT. ENGINEERING neshumar@iileodn EXternaI Ilnk =

LOCATION: CHENNAI

MANAGER: RAJASEKARAN G raja@iil.co.in httD,//lSZ .72.251 .67/1_] L H RMS/IOCIln .dSPX

Engineering




HRMS Dash Board (2/8)

l!"lémﬂmm HTIN HRMS LOGIN Step 1:-
Please click below link to access HRMS login
Internal link -
—— — 2?0://192.168.81.174/IJL HRMS/login.aspx
http://182.72.251.67/1JL_HRMS/login.aspx
S =
! Step 2:-
e fs; @ < | Please update your credential ccno and
a, e password to login into hrms.
”lmmn JAPAN LIGHTING DASHBOARD (Crocour )

A N6¥TeGroup Company

Session ldle: 1193 secor

Welcome to India Japan Lighting Pvt. Ltd.

CCNO: L6160
NAME: M DINESH KUMAR dinesh.kumar@ijl.co.in
DEPT: ENGINEERING

LOCATION: CHENNAI

MANAGER: RAJASEKARAN G raja@ijl.co.in

L :% i
POLICY AND g | yu

PROCEDURE . (Y TRAININ

—— L I "

Anti-Bribery Procedure 65 Awareness

Leave Management Travel Management Work Permit Reset Password
Vigil Mechanism Policy EMS Awareness J

_ Engineering




Leave Management System — SOP

”IINDIA JAPAN LIGHTING

AKéiTGroup Company

DASHBOARD

Session ldle: 1193 secor

Welcome to India Japan Lighting Pvt. Ltd.

CCNO: L6160
NAME: MDINESH KUMAR dinesh kumar@jjl.co.in
DEPT. ENGINEERING
LOCATION: CHENNAI
MANAGER: RAJASEKARAN G raja@ijl.co.in
Step 1:- Click Leave
Management

4
O TRAL

POLICYAND
PROCEDURE

NING

‘ Anti-Bribery Procedure

| 65 Awareness

Leave Management

Travel Management Reset Password

‘ Work Permit ‘

‘ Vigil Mechanism Policy

| EMS Awareness

(3/8)

LEAVE MANAGEMENT

Employee Leave Management System

LEAVE REQUEST INPUT

Step 3: Click leave type as

Earned leave/Coff

Mail id [dinesn.kumargijl.co.in |
Reporting [RAJASEKARAN G | Mail id |rsja@ijl.co.in |
Department [ENGINEERING | Location [cHENNAI |
e B) | s
(4
Leave Type Eomedisave 4 Leave Days
Less than T days
From Date To Date Mare than 7 days
Emergency
From Time l:l To Time
Step 4:Select any one leave
i
Reason Type days in drop down.
]

Leave Days Type :- Rule integrated in
system

= Leave less than 7 days — Online Application to
be submitted 3 days in advance.

= Leave more than 7 days - Online Application to
be submitted 10 days in advance.

= Emergency Type — To be use in case of
emergency.

= Existing Procedure followed for Leave approval

Step 5: Click Submit G D (5) _ : |
by HOD & Authorized by HR admin
Engineering



New Travel Request - SOP

(4/8)

IIIINDIA JAPAN LIGHTING

ANGTTEGroup Company

DASHBOARD

Session ldle: 1183 secor

Step 1:- Click
Travel Management

ARG Cpey

TRAVEL SUMMARY

Step 2:- Click New Request
to fill form.

@@.

Session dle: 1194 se

L6160
l‘gél‘ﬁ MéJ’LhéElﬁgEl;lil:‘\/l:R dinesh kumar@ijl.co.in Vode s Tl | Advance | Vit
: * deam:e Vist Type fof  (Place of Visit Purpose: ot Remarks Status | Request | Request Ruwe.t
LOCATION: CHENNAI REq o o £ el et
MANAGER: RAJASEKARAN G ja@ijl.co.i
EEREIEcO Tncase of One Way/ Two way, please  In case of One Way/ Twa way, please
enter asfollow E.g Chennai to Delkion ~ enter as follow E.g Chennai to Delhi on
1m [ 27th June 2022 Morning with approx,  27th June 2022 Morning with approx. (: :;T;oumjum::\
n - DINESH DIL-Bawal timing and Delh to Chennai on 28th June  timing and Delhto Chennai on 28th June 20000 P Completed Print ~ Print
45750 M . i . iy forany future = ==
KUMAR 1022 afternoon. (in the available tme 2022 aftemoon. {inthe availzble time ]
slots. (Please update your phoneno  slots). (Please update your phone no
without Fal For any future communication) without Fail for any future communication)
) H
§% A g - |
BOLICY AND . g i / i} Link BTN DKIl:l;:H Chennai test test test Pending  Print
PROCEDURE TRAINING
RS Y
— ! B Link Z3u DINESH Koo fet fest 50 ft Pendimg Prin
124832 PM =
|A\11\-Bnbery Procedure ‘ 65 Awareness ‘ 17/1’21]1) DINESH
Leave Management ‘ Travel Management ‘ ‘ Work Permit ‘ ‘ Reset Password ‘ u 11:20:07 A KUMAR, Dl deli br 13000 n (omp\eted M M
|Vigi| Mechanism Policy ‘ EMS Awareness. W
Incase of One Way/ Tiwo way, please
Step 5:- Select
Step 3:- Fill all rows ® Travel Name,
respective rows in travel P R Desig nation, No of
1 g
request. —-——.\
q 2 @ Traveller Name \ |.A.HAU1NDHY ~ daysl TOtal
T e T Designation e | allowance will
Step 4'- CIICk SmeIt to Im—vl 1. Allowance(Bata) : Rs. 600 per day (Bata x No of days) automatlca”y
- L 2 . Room Tariff : Rs. 3000 per day {Room Tariff x No of days)
proceed next page [pomeste ] Eligibility 3. Train - 3rd Class AC J Air - Economy (Maore than 1000 KM) (I T update by System
Approval from Dir / CO f CFO)
Test
Place of Visit I P Total Allowance(Bata) Step 6:- Fill Fare,
n case me a’ WO wWa ease enter as tollow X ennal 1o g 1 on
2{rth dume 2025 Marning with appros firming and Delhi fo Chennas on 28Jh June e — Adva nce amount &
2022 afterncon. { in the available time slots). {(Please update your phope no otal Room Taril 6
without fail for any future communication) 1
- P ~—" (Too I Mode of Vehicle,
e . .
Purpose of visit Advance Amount 2000 - : et Flna”y CIICk add
ype only numbers..
“ ) traveller button to
Test
e P proceed next page.
/
ID Proof with number [100000dl ] B )
\ / 1 AGASH R P ENGG Flight 1200 10000 17200 2400
- m L Total 17200 2400
N

)




Travel Desk - SOP

(5/8)

IINDIA JAPAN LIGHTING
KeérreGroup Company

TRAVEL SUMMARY

Session ldle: 119

34 Link f;i:fggﬁ'l ?{{'IEE:: IIL-Bawal Test Test 4400 Test I'-‘Em:ling Pri"t
33 Link o2z ?({'r%:: DIL-Bawal Test Test 7000 Test Pending@
32 Link f;g‘;{gfgﬁ ?{LIEEAS;I IIL-Bawal Test Test 3000 Test Pending  Print
o Step 7 :- To get travel request
w TRAVEL REQUEST L PR . : :
_ . print out, click print under Travel
— request print header column
il Bl N T
Dicpartme il FGINEERING
Mo ol Travelle

Mo of Dags

Wasit Type LIL-Bawal
Terpmenl Dhisiins
Place of visic Tes
Purpesc of visin Tes

Ik Prool Mamber Test
Hemnrks Test

Trawvel Allowanoce Room Travel

Sy Mame Designation Type (Bata) Tariff Fare

Requested Approwved
Tnk=l Advance Advanos

1 |MEATHER ENGG Fight 1200 G000 10000  1FI00 2400
3 ARAINDH ENGG Fhight 1200 &O00 1000 EEo0 2000
Grand .00 12000 11000 25400 4400
Toal
[ Pr—r——— Appreved By Approved By
Inigisted by | H} o OO CFOY Dirccter Presidon
Freguested Adhvance L AP0 Hemmrks '“utz_

P [Estimated Expense:-
[Matsl Allowan e Bata ) . 400
[Tot sl Roses Tarill - 1o

Step 8: Take print out.

Hand over to HR & Finance
team after getting signature
from management.

Engineering



A KéireGroup Company

”llNDIA JAPAN LIGHTIN

New Additional Advance Request - SOP

TRAVEL SUMMARY

(5/8)

Session Idle: 1159

Advance Travel | Advamce | \Visit
Visit Type o{ Place of Visit Purpose a i Remarks Status Request | Request | Request
trawvel Print Print Primt

H
uest
Request
34 ink

19/4/2022
12:10:08 PM

DINESH IIL-Bawal
HUMAR

Test

= )

32

o

33U

19/4/2022
ink  35.07:04 P

19/4/2022
12:08:27 PM

M
DIMESH IJL-Bawal
KUMAR

M
DIMESH IJL-Bawal
KUMAR

Pending Print ( : : )

Pending Print

TRAVEL ADDITIONAL ADVANCE

Test Test 7000 Test
Test Test 3000 Test
. ) ) 3 : 54
Additional Advanee Reguest iz = FORALBEEE

Lscatiem @ CHENMNAL

Travel Request ,.
Mo
Hama WELRRELGAN |
Deapariment ENHMEERNG
Place of Visit Taat
Purpose of visit TE#1

el w

Did you submit the Bill B the peeviously spoeoved SSvante smaunt?
W yirs, you will peocaed o apply bor the advance amound.
IR, you will not B

& amaunL

s, updaw vy

1

Trps only numenc value '

fur preveoasly approved advance amopst,

Travel Heguest Rel s Ell

L LT L1E3%

Moamee VELMUELGAR E
Dk parimisen ERGINEERIMG
Fluce of visit Test

Purpssss of visit TEs

Bills submdtted sistus Yes

Reguired sddigional adyvasce
amoust

SIHHI

Reswsn of additisns] sdvance
smoiist

Test

Advance amount history

G

Required
Addsticnal
Advance Amsaulit

e

Tree aaly memess salue "

Rexson for
additeanal

vance

-

Sno Advance Date Advance Remarks Advance Amount Approved Amount
i D6 D=2 Iritial Acheance S500 1000
Total 5500 1000
Lnitiated by
.lrl'ru\ln] Acilvanoe:
by Received Sign: HAoRD Finance
HIE A pplicaslen

Plesse abisched previses sdvance smoust request for relerence parpose in scosunts depariment.

Step 9 :- To fill Additional
advance click Link under
additional advance
request header column.

Step 10: Choose yes or
no to reconfirm whether
previous advance amount
is bill is submitted to
finance team ?, Fill
Additional advance
amount and Finally Click
Submit button.

Step 11: Click print link
under additional advance
request header column to
take out print.

Step 12: Hand over to
Finance team after
getting signature from
management.




Visit Report - SOP

(6/8)

TRAVEL SUMMARY

Session Idle: 113

- 19/4/2022
)3 Link DINESH IIL-Bawal
@ S 1aa0:08 BH LIl tnd
M

Test

Visit Additional [ T— Travel | Advance Visit
Request Addvance Visit Type uf Place of Visit Purpose b "y Remarks Request | Request | Request
= Request travel e Print Print Print

Pending Print

From Date paintiz2

Advance amount history,

To Date

Total Claim Amount

b ]

Type only numbers..!

Test

Remarks N\

Sno  Advance Date Advance Remarks d A Lpp Advance
1 19/04/2022 Initial Advance: 4400 4400
Total 4400 4400
Travel Allswance Roam Travel
Sno  Mame Designation p (Bata) Tariff Fare Total
1 AGKSHERP EMGG Fight 13 i 10000 17200
P 7 ARMANDH  pyeg Aight 1200 6000 woe 8200
@ 2400 12000 11000 25400

19/04/2022 Initial Advancz

Toif ZZNIJ

e L e | et L ieneti e |t Toua

Indtiancd by HOD

Type only numeric value..!

Pls, update yoyr previously approved advance amount.

Ady Received Sign:
AIE Applicabibe)

CO\EED )

19216887, 1TANL_HRMSTR VistPont sapctasoedd

32 Link Link 112!1:5‘;,:;;3%2” ?{{m;:g IML-Bawal Test Test 7000 Test Pending Print @
32 Link Link 12/3/2022 DINESH DiL-Bawal Test Test 2000 Test Pending  Print
KUMAR,
TRAVEL VISIT IN PUT sz, 2z HLABELE. ML, HAMSITR, VinkPrint s tarae=24
— Step 1 :- To fill Travel
Visit Repo Dt : 198473022 . .
=R - - | = request Click link
C s — available under visit
Purpose of visit frepartment B @ I‘equeSt header C0|Umn.
p Viala Type UL-Bawal
Key Persons , :::'n 0: ::;z Step 2: F|" the
R parameter available for
Discussed Points y ::::r;‘_ ::: V|S|t report.
Visit Qutcome p R - Step 3: CI'Ck Smert

button to get print out
of visit form.

Step 4: Attached your
visit report with claim

form and hand over to
HR dept.

Engineering



Insurance Renewal - SOP

”INDIA PAN LIGHTIN

AKGiTaGroup Company

DASHBOARD

Welcome to India Japan Lighting Pvt. Ltd.

CCNO: L6160
NAME: M DINESH KUMAR dinesh.kumar@ijl.co.in
DEPT: ENGINEERING

LOCATION: CHENNAI

MANAGER: RAJASEKARAN G raja@ijl.co.in

.EE- &

‘() TRAINING

POLICY AND
PROCEDURE

| Anti-Bribery Procedure

| 65 Awareness |

Session Idle: 1193 secor] 1
[

Icon.

| Leave Management | | Travel Management | |

Work Permit |

online form.

| Reset Password |

| Vigil Mechanism Policy

| EMS Awareness. |

Insurance Renewal

To fill insurance renewal
on every FY, Click Leave
Management icon
available in dash board

2. Click Insurance Renewal

3. Fill all your family details
and click submit to update

LEAVE MANAGEMENT

Employee Leave Management System

Authorization

INSURANCE DATA

©

p

[mate |

]
1 Male or Female

i a4 DobiAge [1LOE1E | Xage
Childd Name Child4 DobiAge o 55 1896 1 26ag

\

N\
Name 2022 [MDINESHKUMAR | |Date of Birth (081111987
) ) 11-08-1896 | 26age
HusbandMWife Name |00 | |DobiAge og) 11-05-1996 / 26age
, 11-08-1896 | 2Bage
Father Name 200000 | | aeniE =g 11061956 / 26age
. 11-08-1896 | 26age
Mather Name [xx | | ke £g) 11-05-1996  26age
) : 11-08-1996 | 26age | 7y pe (Male ]
iAge (IO 1596 /26
Child1 Mame [x1 Child1 DobiAge ) 11061696 / 2636% Type Wale o Female
, : Ay [11-08-1996 | 26age Wale
ChildzName[X2  [Child2 DobiAge _—rmsneinre TYPe e o Female
: ' 11-05-1996 [ 26age Male
S iage [10510% 260ge |
Child3 Name[g ———|Child3 DoblAge e TYPe e or Female

/

Engineering
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THANK YOU




