
New Leave Management 
System & Travel Desk –

SOP(Chennai)

May-2022

(1/8)

20th Apr-22



(2/8)

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.

HRMS

Internal link -
http://192.168.81.174/IJL_HRMS/login.aspx

External link -
http://182.72.251.67/IJL_HRMS/login.aspx

20th Apr-22



HRMS Dash Board (2/8)

Step 1:-
Please click below link to access HRMS login

Internal link -
http://192.168.81.174/IJL_HRMS/login.aspx
or
External link -
http://182.72.251.67/IJL_HRMS/login.aspx

Step 2:-
Please update your credential ccno and 
password to login into hrms.

20th Apr-22
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Leave Management System – SOP (3/8)

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 
by HOD & Authorized by HR admin

20th Apr-22
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Step 1:- Click Leave 
Management

Step 2: Click Leave Request

Step 3: Click leave type as 
Earned leave/Coff

Step 4:Select any one leave 
days in drop down.

Step 5: Click Submit



New Travel Request - SOP (4/8)

8th Apr-22
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Step 1:- Click 
Travel Management

Step 2:- Click New Request 
to fill form.

Step 3:- Fill all rows 
respective rows in travel 
request.

Step 4:- Click Submit to 
proceed next page

Step 5:- Select 
Travel Name, 
Designation, No of 
days, Total 
allowance will 
automatically 
update by System

Step 6:- Fill Fare, 
Advance amount & 
Mode of Vehicle, 
Finally click add 
traveller button to 
proceed next page.



Travel Desk - SOP (5/8)

8th Apr-22

Step 7 :- To get travel request 
print out, click print under Travel 
request print header column

Step 8: Take print out.
Hand over to HR & Finance 
team after getting signature 
from management.
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New Additional Advance Request - SOP (5/8)

8th Apr-22

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.
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Visit Report - SOP (6/8)

20th Apr-22
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Step 1 :- To fill Travel 
request Click link 
available under visit 
request header column.

Step 2: Fill the 
parameter available for 
visit report.

Step 3: Click Submit 
button to get print out 
of visit form.

Step 4: Attached your 
visit report with claim 
form and hand over to 
HR dept.



Insurance Renewal - SOP (7/8)

20th Apr-22

Insurance Renewal

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

2. Click Insurance Renewal 
Icon.

3. Fill all your family details 
and click submit to update 
online form.
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THANK YOU
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