future date Leave application for - Covid Special Leave

Step 1
Take the cursor to Leave tab and select e-Leave Application
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Step 2

Once you select the e-Leave Application you will be directed to leave information screen. Now
you need to select appropriate leave type you want to apply. If you are infected with Covid or
are symptomatic, then eligible to apply for Covid special leave for self — CSLE or If your family
member is infected with Covid or are symptomatic, then you should apply for Covid Special
leave for Family Member — CSLF. Click on Let’s go button under the leave type you need to
apply leave.
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Step 3

This screen will show the leave type you clicked and you can even change the leave type using
the dropdown. Select the From Date and To Date. Select appropriate reason from dropdown.
In case of CSLE, the reason should be - Self Infected with covid and for CSLF Family member
Infected with Covid.

Compulsorily mention in remarks - the date from of covid positive report or symptoms
occurred.
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Leave Type *

Privilege Leave ¥ Pending-1.00 Balance-17.64
From Date *
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Reason * Handed Over Work To

Select Reason - Enter Name or Code Q
Remark * Employee To be Notified
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You may also mention Handed over work details in space provided and also if you want to
intimate leave notification to anyone other than your immediate manager can be done by
mentioning email id in employee to be notified and click on Apply Leave.




Back dated Leave application for - Covid Special Leave

Step 1
Click on regularize button
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Step 2

Select type of regularization under the head “Regularize” for Self Infected with covid - CSLE
and for Family member infected with Covid — CSLF, then select Full Day as “Type” and then
select appropriate reason and then click on apply.
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In case of any difficulty, please reach out to payroll@sharekhan.com
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