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Topic: Add Leave Type 

Prerequisite: 

1. Leave Admin Role to user 

2. Institute Renewal Policy should be created from head admin login. 

3. Renewal Detail Cycle for each Leave Policy must be configured in terms of Start date and 

end date.  

Roles: Leave Admin 

Path: Leave Configuration » Leave Policy Configuration 

Functionality:  

1. Able to create new leave cycle. 

2. Able to view created leave cycle. 

3. Able to edit existing leave cycle. 

4. Able to create new leave type. 

5. Able to view created leave types. 

6. Able to block existing leave types. 

 

Leave Type 

 

  

 

Click to add new 

leave type Click to block leave 

type 

Click to put 

restriction on 

leave type 
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Add post type Leave Details- 

 

 

 

 

 

 

 

Select leave 

applicability 

Select post type 

Enter total 

no. of days 

Select leave 

credit rules 
Select leave 

availing rules 

Enter days 

Enter days 

Enter days 

Enter days 

Select leave 

rules 

Check to put leave 

to service book 
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Topic: Employee Leave Assignment 

Prerequisite:  

1. Leave cycle must be configured. 

2. Leave types must be configured. 

3. Post types must be configured. 

4. Leave Admin Role to user. 

Roles: Leave Admin 

Path: Leave Configuration » Employee Account Configuration 

Functionality:  

1. Able to view department wise employee leave account balance. 

2. Option to enter leave balance of employee. 

3. Option to search the employee name. 

4. Option to freeze the leave balance of employee. 

5. Option to unfreeze the leave balance of employee. 

 

 

 

 

 

Select leave cycle 
Select post type 

Click on department 

Click to freeze 

employee leave 

account 
Enter balances Click to block 

leave type 
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Topic: Working Days Calendar 

Prerequisite: Leave Admin Role to user. 

Roles: Leave Admin 

Path: Muster » Working Days Calendar 

Functionality:  

1. Able to view calendar year. 

2. Able to set holidays for calendar year. 

3. Able to delete set holidays for calendar year. 

4. Able to view holidays for calendar year. 

Working days Calendar: 
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view holiday 

name  
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Set Holiday: 
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Leave Approval from reporting Manager 

Topic: Leave Approval 

Prerequisite: Faculty/Staff Role to user. 

Roles: Faculty/Staff 

Path: Personal » Leave Management » Leave Approval 

Functionality:  

1. Able to view Leave Calendar. 

2. Able to view employee leave account, Leave History, daily worksheet. 

3. Able to approve or reject employee leave. 

 

 

Select for 

approve/reject 

Click for 

Approve 

Click for 

Reject 

Click to 

view 

Enter 

comment 

Click for 

Accept 

Click for 

Reject 
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Leave Encashment- 
Leave encashment special request 

 

 

 

 

 

 

Select leave encashment 

special request 

Click to apply encashment 

special request 

Select leave to encashment 
Enter no. of leaves to 

encashment 

Click to upload 

document 

Click to submit request 
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LTA claim application: Employee needs to apply for encash able leaves. 

 

LTA claim request: 

 

 

 

Click to claim LTA 



 

11 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 

 

 

 

 

 

 

 

 

 

Enter place visited 

Enter total no. of persons 

with names and 

relationship 

Enter total expenditure 

incurred in tour 

Click to upload 

travel documents 

for LTA claim 

Click to claim LTA 
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• After successful claim LTA request, request is pending with reporting manger, alternate 

reporting manager, finance admin & LTA request sanctioning authority. 

 

 

 

 

LTA Claims: Finance Admin 

 

 

 

Click to approve 

Click to approve 
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approve status 
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LTA claim application pending with sanctioning authority: 

 

 

LTA Claims Finance admin login 

 

 

 

 

 

 

 

 

Click to approve 

Click to generate 

payment voucher 

Click to view LTA 

details 



 

15 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 

View LTA Details: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to print LTA 

details 
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Topic: Faculty Login 

Prerequisite:  

1. Faculty should be registered into JUNO Campus. 

2. User should have faculty role. 

 

Roles: Faculty 

Path: http://erp.himtu.ac.in/  Enter Username and Password then click on Login Button. 

 

Faculty login screen:

 

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Leave Transaction- 

Topic: Employee Leave Application 

Prerequisite: Faculty/Staff Role to user. 

Roles: Faculty/Staff 

Path: Personal » Leave Management » Leave Application 

Functionality:  

1. Able to apply leave application against leave balances. 

2. Able to view leave application history. 

3. Able to apply leave encashment request. 

4. Able to view leave encashment request details. 

 

 

 

 

 

Click to apply 

for leave 
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After Leave Application leave status- 

 

Enter alternate contact 
Enter leave start date & 

end date 

Click to upload 

document 

Enter reason for leave 
Click to 

submit 

Click to apply 

for leave 

Select leave 

type 

After 

Approval send 

Cancellation 

Request 
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Leave Admin Report 

Topic: Daily Attendance Report 

Prerequisite: Leave Admin Role to user. 

Roles: Leave Admin 

Path: Reports » Muster Reports » Daily Attendance Report 

Functionality:  

1. Able to view daily attendance of employees. 

2. Able to view scheduled in/out timings. 

3. Able to view check in/out timings. 

 

 

 

 

 

 

 

 

 

 

Select date Select Post type Select level 
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Topic: Monthly Muster Report 

Prerequisite: Leave Admin Role to user. 

Roles: Leave Admin 

Path: Reports » Muster Reports » Monthly Muster Report 

Functionality:  

1. Able to view monthly muster report of employees. 

2. Able to view total worked days of employees. 

3. Able to view paid holidays of employees. 

4. Able to view total leaves availed by employees. 

5. Able to view total no punch count. 

6. Able to view deductions for accumulation. 

7. Able to view short attendance of employees. 

8. Able to view total payable days of employees. 

9. Able to freeze monthly muster report for salary generation. 
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range 
Select level 

Select department 

Select post type 

Click to 

submit 
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Click to finalize muster for 

salary generation 

Click update to update 

muster timings 


