COEP SAMARTH LEAVE APPLICATION USER MANUAL

1. Click on Employee Services

& What's New

Personalized Experience

Module and Apps specific personalized
statistics straight away on the dashboard
for quick access and a redefined navigation
for a better user experience along with
entire redesigned theme's user experience.

® Samarth eGov Sulte - Designed & Developed by University of Delhl | An Initiative by Ministry of Education B <Gov

2. Click on Apply Leaves

Dashboard

Employse

® Samarth eGov Suite - Designed & Developed by University of Delhi | An Initiative by Ministry of Education B ecov

3. Select the Leave that you want to avail from the dropdown

Casual Leave: aiffitdeh / foenles ot

Earn Leave: 31Tl oI

Commuted/Medical Leave: IRafdd I

Half Pay Leave: 379ddell ot

Leave Not Due: 3toid ol

Maternity/Abortion/Child Care Leave: W‘\Fﬁ TS/ AT ISAT/ATeT HINGT IS
Special Disability Leave (Special Leave): Y fasharerar TG

Medical Treatment Leave - TB/Cancer/Leprosy/Paralysis/AIDS (Special Leave): 3?81@'5[
3YUR TSl - Erl/eheh 9T/ eaT/qeTTEN/UsH (fa o)




e Study Leave (Special Leave): 3T€IdA IT
e On Duty Leave (Special Leave): Hored Lol
e Vacation Leave Summer: 3oglod! Qflga

e Vacation Leave Winter: fgarer ﬁ@'c?f

Leave

Apply For Leave

Leave
Lic eave Type

Leave From Date / Time

e Lot Ereashi To Date / Time
EL(Earned Leave) Encashment t Daf Select Time

station L

Prefix

Haliday just befare the first day of emplayee Leave that has been applied for.

Wy Buffer Balance

Haliday that falls ¢

w of the employee leave apllied for,
Ruffer Histary

4. Select the Dates: From & To along with the Time

Leave t viewLeave Account (R

Apply For Leave

Leave Type Earned Leave (BOG Appointed NON-Vacation Staff) ~

Station Leave

Leave From Date / Time
2026-04-02
Lre
(Earned Leave) Encashmen © Date / Time
EL(Earnad Leave) Encashment 2025-04-02 | | Select Time
Station Leave Select Time
1PM
My Leaves

Haliday just before the first day of employee leave that has been applied for.

Wy Buffer Balance

Haoliday that falls consecutive to the last day of the employee leave apilied for.

Buffer Histary



5. Select the Purpose: Personal or Academic and write down the Reason/Description

x

2% coep.samarth.ac.in

Holiday that falls consecutive to the last day of the employee leave apllied for.

If Academic, then you need to provide the relevant information along with the
documentation which is mandatory

v @ Applyfor Leave D+

€ C % coepsamarthacin/index,




6. Reporting Designation
For Adjunct Faculty, Assistant Professor, Associate Professor, Professor, Lab Assistant, Lab
Attendant, etc. the Reporting Designation is Head of that concerned Department.
For H.O.D. the Reporting Designation is their respective Dean.

Note: If you have been assigned an additional task by a Higher Authority and need to notify them
about your leave, you can select that Authority from this dropdown.

7. Teaching Assignment: Select Yes or No




8. Station Leave: If you are leaving the station, you must select "Yes". This will open additional fields
where you need to enter the required details. Some fields are mandatory, and the application cannot

be submitted without filling them in.

cancel  [CE

9. Assign Duties: Here you need to select the Employee to whom you want to assign duty during your

leave period.

@ Successt
Yaur leave application has been saved successfully, Click an *Submit” buttan to apply.

Assign Duties

Assigned Employes

Then click on Save button.



10. A new window will open, allowing you to review all the details and take the necessary action. If
everything is accurate, you can proceed by clicking the Submit button.

Leau
@ successt
Leave application is at "Saved” status, Kindly "Submit” for further process, if all details are correct
Earned Leave (BOG Appointed NON-Vacation Staff)
Leave Recard Number ELBOGNVS2500022 Leave Status Saved/Dratt
Employes Name & Code —
E
Leave Type tion Staff
From 02 Apr 2025 (10 AM) To 02 Apr 2025 {6 M
. Total Days applied for : Past Dated [
My Bulfer Balanee Employes Organization Unit Department of Computer Science and Enginsering
Histen Designation Assistant Professar
utfe:
Brafix Suffix
Reason / Daseription Personal Reason Leave Created Date 20 Mar, 2025 16:03:10

tendance Purpse Parsonal e

11. After submitting the leave application, you can click on the My Applications > Leave and see the
Status: Recommended / Reviewed / Sanctioned.

Along with it, you can also Cancel your Leave application or extend your existing leave. Please
follow the steps as mentioned in the picture below,

§ Leave Applications . +

Station Leave ®  Actions Rejoin Employee Code Employes Details Service Cadre Leave Record Leave Type From Date To Date oays
Number
i v v
u
el® Not Sanctioned 4nmiBo0s Teaching ELBOGNVS2500022 02 Apr 2025 02 Apr 2025 1
Cancel
Station Lea
and Enginesring

If you want to extend

your engoing leave If you want to Cancel your Leave
My Leaves then you can click on Application, you can click on this.

this arrow and it will
My Butfer Balance | redirect you to the Anew Window pops up wherein you can

Leave Application give the reason for cancellation and then
History Page as shown in click on submit.

Step 3. Repeat all the
Buffer History applicable steps and

. 7 (ele anmeoos Teaching ELBOGNVS2500014 24 Apr 2025 29 Apr 2025 B

extension application

.
L

View Attendance

amarth.ac.in/index.php/ ancel-form?id=0f93a096fb664b644156ec3d344b90551a0d5b:



12. Rejoin: After availing the leave, at the time of Rejoin, click on the Rejoin button and proceed to the
rejoining process.

<« G % coepsamarth.ac.in/index.php/leave/applications/index
B Gov / Leave / Leave Applications
Leave Applications New Leave Application
Leave
# Actions Rejoin Employee Code Employee Details Service Cadre Leave Record Leave Type From Date
MNumbes
Leav
e
2 18003 eaching E pr 20
. s o
a
202
L
5 o m/nm'\ Teaching CEL2500004 Commuted/Converted 27 Mar 2025
L Ear d L
Buffer Balance
° Not required 4118003 Demo Professor, Teaching ©€L2500002 Casual Leave 24 Mar 2028

13. Now, fill in all the mandatory details: Rejoin Date, Rejoin Time, Rejoin Remarks, and Supporting
Document such as Medical Certificate/Official Invitation Letter/Organization Order.
Note: System does not accept .docx only accepts pdf, jpeg, jpg, and png format.

% coep.samarth.ac.in/index php/leave/applications/rejoin?id=368b3c51ed7a2b64c345e8b215eb5

Commuted/Converted Earned Leave mm Update Rejoin Status
Rejoin Date * // Rejo q‘u me
8

Leave Record Number CEL2500004 Leave Status sanctioned 2025-03-21 10 AM
+ Station Leave

Employee Name & Code Dema Professor & 4TIT18003

Rejoin Remarks *
Leave Type Commuted/Converted Eamed Leave Balance after 7 Rejoining
Leave Sanction Leave
%
From 27 Mar 2025 (10 AM) To 29 Mar 2025 (6

Total Days applied for 3 Past Dated No

Employes Organization Unit Department of Computer Science ‘

and Engineering

Designation Assistant Professor Leave Balance before 10
+ My Buffer Balance Sanction Leave

Prefix Sutfix

Jffer
Reasen / Description persanal Leave Created Date 21 Mar, 2025
16:58:34
Cancel | Broy
\,
Attendance Purpose Personal

Once you have uploaded the document, click on “Update” and then status will get updated.

For any doubts, please contact us on the below email id:
samarthcood.comp@coeptech.ac.in



