
 

 

 

OUM 

DO.070USERGUIDE 

PSPCL ERP Implementation                

Leave Absence -HR 

 
 
 

Author: Yameen Ansari 

Creation Date: 20.May.2022 

Last Updated: 28.Dec.2022 

Document Ref: PSPCL\ORA\HR\DO.070 

Version: V2.2 

 
 

Approvals: 

 

 
<Approver 1> 

 
<Approver 2> 

 

 

 

 

 

  

  



 

 

 User Manual for installation of ERP 

 

Downloading of Required Software:  

 You may get the required software from oracle or from the below link 

https://drive.google.com/drive/folders/1DFJF3n16j-fUhf4wXatW2ZvlhmlHDZ_N 

 

Steps Actions 

1 Click on ERP   

2 ERP Set Up Manual Click on Oracle ERP Application Setup user Manual 

3 Click the above link to download the required software 

 

 

https://drive.google.com/drive/folders/1DFJF3n16j-fUhf4wXatW2ZvlhmlHDZ_N


 

Steps Actions 

4 Click on Core HR-Leave Management  

Please ensure this link open in Mozilla Firefox  

  

 

Accessing of Oracle ERP  

Open Internet Explorer/Mozilla Firefox and enter the URL: 

https://erpappssit.pspcl.in 

 

 

 

Steps Actions 

5 Fill your Username and Password 

6 Please ensure Username is your (employee id)  

and Password by default (techm@pspcl) 



 

Steps Actions 

7 Current Password is your default password 

Create a new password 

8 Click on Submit Button  

 

 

 

Steps Actions 

9 Click on PSPCL Employee Self Service 

10 Click on My Actions 



 

 

Steps Actions 

11 Click on Absence Management 

12 Click on Entitlement Balances to check their leave balance.  

 

 

 

Steps Actions 

13 Click on Absence Summary 

14 Click on Create Absence 

 



 

 

Steps Actions 

15 Click on Absence Type 

 

 

 

 

Steps Actions 

16 Click on Absence Reason 

17 Choose start date to end date. 

18 Click on Calculate Duration 



19 Fill the comment Section 

20 Click on Add Attachment button to attached your Supporting Documents 

21 Click on Next Button 

 

 

 

 

Steps Actions 

22 If you want to add one more approver  

Click on Add Adhoc Approver 

23 Click on Submit Button 

 



 

 

Steps Actions 

24 After clicking submit button we will get confirmation message. 

 

 

 

 

 

 

 

 Login with Supervisor Id 

 

 For Manager 

Steps Actions 

25 Manager will write his/her User Name and Password.(Login) 

 

 



 

 

Steps Actions 

26 Manager will get the notification of leave for Approval. 

27 Click on notification to check the latest update. 

 

 

 

Steps Actions 

28  Manager can access all absence details of Employee for leave request. 

 Click on View Entitlement balance of employee leave. 

 Manager can Approve, Reject or Reassign (to other person) for leave. 

 

              

 

 

 

 

 

 



 Login with Employee Id 

                             

 

Steps Actions 

29  Employee can check their leave status. 

 

 

 Login with Employee User name and Password. 

 

 

Steps Actions 

30 Click on Notification and select the notification. 

 

 



Steps Actions 

31 In this page we will get to know that leave status. 

 

 

 Form for change the supervisor 

 

Steps Actions 

32 Click on PSPCL HRMS Change Supervisor 

33 Click on PSPCL Change Supervisor 

 

 

 

Steps Actions 

34 Click on Employee no (Default open) if not Press CTRL+L. 

35 Select the Supervisor either using Number or Name (Ctrl +L). 

Click on save button to sent for approval 

 



 

 

 

 

 Login with Supervisor id  

 

 

Steps Actions 

36 Click on PSPCL HRMS Change Supervisor 

37 Click on PSPCL Approval Supervisor. 

 



 

Steps Actions 

38 Supervisor can check their employee to approve and reject. 

 

 

 

Steps Actions 

39 Approved status column shown when supervisor approve the employee status. 

 


