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(A GOVT, OF INDIA UNDERTAKING) 

No. CWC/Estt./HRMS Online/2018-19/ ;{O~ - j)	 Dated: 22.11.2018 

To, 
Sh. Vikas Singh 
Regional Manager, 
Central Warehousing Corporation 
Regional Office, Ahmedabad. 

Sub: Implementation of Online HRMS Leave Module in RO Ahmedabad - reg. 

Sir, 
You are aware that we have successfully implemented On-line Human 

Resource Management System (HRMS) for all employees of Corporate Office to 
achieve MoD target for 2018-19. It is pleased to inform that we have opened 
HRMS leave module for all employees of Regional Office, Ahmedabad wef 
22.11.2018. 

/j}) the mappjng & Jeave baJances have been entered }nto the syste/Z? m-zd.:z.!) 
related rights have been given to all concerned as per details providea.. 1\lso lull 
admin rights have been assigned to the Nodal Officer (Estt Div) for updating leave 
balances in case of any discrepancy. 

You are requested to advice all employees working under Ahmedabad region 
to apply leave only through online mode. Please refer CO Circular dated 
20.08.2018 & 19.09.2018 for guidelines related to leave module. However some 
guidelines are reiterated again for RO Ahmedabad: 

•	 All employees may be directed to update their Mobile No, and e-mail Id in 
the system to get the communication of their activities by following the 
below mentioned path: 

Login ~ Employee -?> Profile -?> Personal Detail ~ Change Personal 
Information 

•	 From 22th ' Nov, 2018 onwards all the leave applications will be routed 
through' the system and no paper app)jcation wj)) be entertajned Howeper, 

the leave pertaining to the period prior to 22.ll.\.8 may be applied manually 



for regularization forthwith but not later than 30.11.18, failing which no 
application will be considered. 

•� User Manual of Leave Module and HRMS Mobile App including help desk 
number is available on CWC website. 

•� Leave approval mapping has already been entered/updated in the system by 
Personnel division, CO as per details provided by Nodal Officer of RO 
Bangalore. However, editable rights will be assigned to all Nodal Officers to 
change/ correct/modify the mapping of on transfer or shifting. Approved 
Leave Mapping flow as per DOP is enclosed. (Annexure-I. of Circular dated 
20.08.2018). 

•� Employees can check the balance and status of leave online. No office order 
will be issued for sanctioning of leave. However, the leave sanction will be 
conveyed through e-mail/SMSs. 

•� In case of leave applied on medical ground, Medical Certificate shall have to 
be submitted in paper form along with the print out of leave application. 

•� All employees are required to submit Medical Certificate indicating the 
application No. for reference if they are applying commuted leave on Medical 
Grounds. However the provision has been incorporated into the system to 
upload medical certiJicate if appJying commuted Jeave with medica) 

certificate. At present both option (manual & online submission) will follow 
and from 1st Jan, 2019 onwards it will be mandatory to submit medical 
certificate online to make the whole process of leave paperless. 

The above instructions are issued with regard to the issues pertaining to 
leave module. Other modules of HRMS are being developed and the 
necessary guidelines would be issued & notified separately. 

• 

~~ 
(Arvind Chaudhri) 

Group General Manager (Pers.) 
Enclosed: As above 

Copy to, 

I.� Sr. PA to Chairman/PPS to Managing Director/ PS to Director (M&CP)/ SAM 
to Director (Fin.), CWC, CO, New Delhi 

/� GM (MIS),CWC,CO New Delhi with the request to upload it on the ewe 
website, 
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1.� in ease of (dl>eml,>:'l.,p$ii!RS!.ut}C:Q~i?;~~t;,a;Qf,l;t~~':" , 
Full Powers fol' sanctioui:ng leave liesw;ithl~epo:t1:ing Of1:iee &. 1i1OD 

2.� In case of aJlenl;~Iq¥e.es't1t:R"eg'j.Qn;il;t:,.~~l;e. 

Full p uwers .fQrs~c14.0lOcPl!!'gJ~ ;,J.¥,,;li:/;\.~ \~~¢l~(J\!pr¥"dL Section'4Meacl / H1JD / RM 
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