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LTC (Leave Travel Concession)

Navigation:

Portal - Launch HCM Application 2> Self Service > LTC Self Service

1. LTC Advance/Intimation

Navigation:

Launch HCM Application > Self Service - LTC Self Service > LTC Advance/Intimation

Tab1: Find an Existing Value

Find an Existing Value: You can search the existing Advance/intimation for LTC by
using the one of the following different searching criteria i.e.

Advance/Intimation

Number: You can search the existing

Advance/Intimation by entering the advance/intimation number.

Serial Number: You can search the existing Advance/Intimation by entering

the Serial number.

Application date: You can search the existing Advance/Intimation by

entering the Application date on which you have applied for LTC.

Advance/Intimation Status: You can also search the existing LTC request

by entering the status, the valid status is listed below.

ODL - TRAINING

= LTC Self Senvice A
= LTC Advance / Intimation

= LTC Claim Application
= LTC Refund Details
[> Loans & Advances
[ Leave Management
[» Personal Information
[+ Payroll and Compensation
[> Benefits
[ Performance Management
= Book Car
= Initiate Pension
= Medical Request
= Transport for Staff Children
= Emplovee House
Requests
= House Applications
= Review Transactions
[- Manager Self Semnvice
[ Samir Projects
[+ General Administration
[» Housing
[> Workforce Administration
[ Global Payroll & Absence
IMgmt
[> Provident Fund
[> Loans & Advances
[ Workforce Development
[+ Organizational Development
[» Governance

[» Zet Up HRMS
I Winrkliat

-

|#

a) Approved
b) Cancelled
¢) In Process
d) Pending
e) Rejected

MultiChannel Console | _Add to Favorites | _Sign out

Mew Window

LTC Advance / Intimation
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value {_ Add a New Value |

EmplID: 1132

Advance | Intimation No.: |heginswith v|| |

Serial Number: | begins with v || |
Application Date: [= ¥ | |
Advance/ntimation Status:| = vi | v|

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Valug




Apply for LTC

Tab2: Add a New Value

Click on the Add a New Value Tab

1. Shows your employee id
2. Click on Add button

Menu =
= LTC Self Service ~
— LTC Advance ! Intimation ||l

= LTC Claim Application LTC Advance [ Intimation

= LTC Refund Details

> Loans & Advances /_Eind an Existing Value " Add a New Value

[ Leave Management
[ Personal Information

[> Payroll and Compensation EmpliD: 1132

- Benefits

> Performance Management

- Book Car A

= Initiate Pension

g id Find an Existing Yalue | Add a Mew Value

= Transpor for Staff Children
= Emplovee House
Reqguests

= House Applications
= Review Transactions

[ Manager Self Service

[» Samir Projects

> General Administration

[» Housing

[= Workforce Administration

[ Global Payroll & Absence
Mgmt

[ Provident Fund

[ Loans & Advances

[ Workforce Development

[> Organizational Development

[ Governance

[ Set Up HRMS

After Clicking the ADD button page below will be displayed:

You are required to fill in the form below with all prior details,



= LTC Self Senice -
= LTC Advance / Intimation

- air on { Advance/initimation for LTC

= LTC Refund Details . .
I Loans & Advances Advance/ Intimation for LTC
[+ Leave Management
[> Personal Information
I> Payroll and Compensation Please apply advance 15 days before performing the journey, otherwise submit intimation. Prior Intimaion should be submitte
[> Benefits before performing the journey otherwise your claim will not be considered.
[» Performance Management
~ Book Car o -
- Inifiale Pension Advance / Intimation No. NEW INGWAHON
= Medical Reguest Status Pending

= Transport for Staff Children

~ Emplovee House
Reqguests EmpliCy: 1132 Name RAVI MEMDIRATTA Department CcD

= House Applications

~ Review Transaclions Gender Male Marital Status Married Location IGHOU_HC
I> Manager Self Service Phone Date of Joining IGNOU ~ 23-JUN-89 Date of Birth ~ 24-FEB-62
[ Samir Projects
[ General Administration Grade Pay 7500.000000 Department Name COMPUTER DIVISION
I» Housing Designation SENIOR SOFTWARE  Date of Retirement 01/03/2022

[ Warlkforce Administration -
I> Global Payroll & Absence SIS

Mgmt Continous Service in IGNOU: Years 21 Months 5 Days 3
[ Provident Fund
[- Loans & Advances
[> Workforce Development Address:  B-70 RATAM MAGAR
[ Organizational Development
[» Governance JABAL PUR (M.P}-482001
[- SetUp HRMS
I Winrlelist

Note:
A. When you apply for an LTC in that case Advance/Intimation No. will always
be as ‘NEW’

B. Advance/Intimation number will always be pending before the approval of
the LTC

Steps to fill the Advance/Intimation Page

1. In Advance/intimation details choose the place as Hometown or Anywhere in India.
2. Choose Advance if you are applying for an advance, otherwise choose intimation.
3. Enter the name of the place for which you are applying for the LTC.

4. Enter the Block year availing or can choose by using the Prompt.



3. Choose the place you are applying for
LTC as Hometown or Anywhere in India

|
= LTC Clai Application
= LTC Refund Detals

' Loatis & Advances Home Town & Riyere i

 Leave Management | -
" Bersonal Ifomnaton Advance Place To Be Visited: X

 Payroll and Compenzafian .
) Bl Bokeakay o Lol \

[ Performance Wanagement
= Book Car

:%ﬂ BiuckPera iy Oustoze B it €1 i
rvancef Avanceiniation Bl LICClaim — Hometown

4. Choose as
Advance/Intimation

[ifimation

= Trznsportfor Staff Children T
—; infimafiontn g T Gt e Application Date

6. Enter the Block 5. Enter the name
year Availing of Place

Leave Details
Note: - LTC can only be availed against the approved leaves.

1. Enter the Leave Starting Date in ‘Begin date:’ field.

2. Enter the Leave Ending Date in “To Date:’ field.

3. Click on the Fetch Button and leave will be displayed.
4. Check the box.



7. Enter the Leave Begin 8. Enter the Leave end date
Date

= LI RN LD
o Loas & Advances
J Legie Management _
. Persanal formatn Befin it @ ToDate
Pl and Compensafion .
) Bt CUshoze | Find| B g

.
o
=3
==
o=

) omance aggmert lileae leaeTne Bl Bl S [o oo ool
= Buok Car ;

e i Button

= st Pension

= ledical Regegt

= Tanggay ==
.. 10. after clicking the fetch button, leave

will be displayed below. Check the box.

LTC Self / family Details member availing LTC

1. if you require leave encashment, check the ‘Encashment required’ box as ‘Yes’
Otherwise ‘No’

2. Enter the number of Encashed leave days in case you require the encashment
(Maximum of 10)

3. Choose the option for which you are availing the LTC. Choose one of the following
Options accordingly

a. Family: Availing LTC for family only
b. Self : Availing LTC for Self only
c. Self and Family : Availing LTC for both self and family

In case of self, your details will be displayed automatically but in case of
family, you will have to enter the dependent details.

Refer to the page given below:



WW Eiicashment Rediredtw Yes OMo No.of Ecashed Leaves
11. Check ‘Yes’ if

12. Enter the number
of Encashed leaves in

encashment case of encashment
required else ‘No’ Requirement is ‘Yes’
LIC Avaled Fo: v
7 PETSTTAT TR
[ Paynoll and Compensation
) Bt oo : 2)3.t9hofose t:‘ﬁ
N Sefand Fanly ption from the
Dgsgﬁrgnaarnce Wanagement drop down LTC
bt Dt o FiNembes g L1 \ ,3‘;?,'1'55' 2’;,,!'6'
= Hedical Repuest : — ’ -
- Tnggotin SafChie ‘DemulemﬁﬂeneﬂcmmN . Relatonslipto - Age s { Self and Family.
- Eoee House ] — Eoplojee ~ (Years)  — Status hereaf
Requeste
= Haniea dnliratinne 1@ I I :
\
14. Choose the dependent Id in 15. Details of more than one
case of Family/Self and Family dependent can be added by clicking
by using prompt button on ‘+ ‘sign and can delete by using ‘-
‘sign

4. Choose the dependent id in case you the availing the LTC for Family/self and Family

By using the prompt button

5. Details of more than one dependent can be added by using the ‘+ button and you
Can also delete the details of dependent by using the ‘-‘before submitting the LTC

Self Travel /Dependent Travel Details

1. Choose the mode of journey from the following option accordingly:

a. AR

b. BUS
c. TRAIN
d. SHIP
e. TAXI

2. Enter the Starting date of journey in the field ‘Outward Journey date’
3. Enter the return date of journey in the field ‘Return Journey date’

4. Enter the name of Air/Train by which you are traveling
5. Choose the class type from the following option accordingly

f. 1AC
g. 2AC
h. 3AC
i. AIR

j- Others
6. Enter the fare of the Traveling
7. Enter the place from where you are starting the journey




8. Enter the Destination

9. Check the ‘Accept Terms and conditions’ box
10. click on the submit for the approval of LTC

2. Enter the starting date of Journey

3. Enter the Return date of

Journey

1 Fomalr vnjects |

1. Choose the
Mode of journey
i.e. AIR, BUS,
TRAIN, SHIP, TAXI

Modle of Jou

[ Persanal Information |

AIR { Train Name Class

e of Journey

4. Enter the Name of
the AIR/Train

AIR { Train Name l:| Class

Starting From

e F ETTSTOT
= Medical Reguest

oy Tl

Outward Journey Date

Outward Journey Date

Desiin“ﬁo"/Cl

E{J Return Journey Date E;J

Fare

[ S

6. Enter
the Fare

'51 Return Journey Date I:IE;J

Total Fare

Starting Place

7. Enter the name of

of Destination

8. Enter the Name

5. Choose the Class type
i.e. 1AC, 2AC, 3AC, AIR,

DRATT Others
[ Manager Self Senice herehy certii that the Place
[ Samir Projects
[» General Administration
[ Hausing K
[ Wiorkforce Administration
> Global Payroll & Absence ‘1 | heraly cedify that the above parficulars furnished by me are true and corract. *

Mymt

[» Provident Fund

[ Loang & Advances
[ Warkforce Develop
[» Organizational Dey
[ Governance

10. Click on the Submit
button after filling all the
details

> Get Up HRMS

9. Accept the terms
and conditions

= Ity Systerm Profile
= W Dictionary

javascriptisubmitdction_win0(dacument.wind, #ICSwitchMode );

After Submitting the LTC

T ST B T T S TPV T T T T T T T

5 nat commmenced within 30 days ofthe grant of advance
t numbers etc. within 10 days from drawl ofthe advance

the completion of joumey. | also understand that ifthe account ¥
refurm jaurney the full amount alangwith the penal interest, a5 4

/QI accept the Terms and Conditi

Subrmit

{ Signature of Applicant

a. Advance/Intimation number will be generated and request will be submitted to the

CDN.

b. Status will be pending before approval

Note: Before any action is taken by the dealing assistant i.e. CDN, the request can
be edited by the user. After editing you can submit the request again by
clicking on the submit button.




Mew WWindow =

Search

[~ AtvanceMnitimation for LTC

[+ Wy Favorites

> LTC i i

[ B i i Advance/ Intimation for LTC

Systern

T Belf Service Please apply advance 15 days before performing the journey, otherwise submit intimation. Prior Intimaion should be
~ LTC Self Senice before performing the journey otherwise your claim will not be considered.

| n
= LTC Claim Application 2 x
[> Loans & Advances Advance / Intimation No.

[> Leave Management Status FPending

1059 INTIMATION

[ Payroll and Compensation
[ Benefits Emplin: 1132 Name R MEMDIRATTA Department co

F e e e el Gender Male Marital Status Married

— Book Car 1 1

= Initiate Pension Phone 9810805660 Date of Joining IGNOU  23-1UJr-89 After Smelttlng the LTC,
= Medical Regquest

— Transport for Staff Children Grade Pay  8700.000000 Department Name COMPUTER D d / 1 1
e L Designation SENIOR SOFTWARE Date of R&tiremel 2022 Advance/Intimation

Seain ot ENGINEER H

Bz Tz an iy Continous Setvisein IGNOU:  Years 21 Months 4 Days 5 number WI" be generated
> Manager Self Service
[ Housing
I Workforce Administration
[ Global Payroll & Absence Address: B-70 RATAN MNAGAR
Warnt JABAL PUR (M.F)-452001 . .
DO Arnths Status will be pending and after
b Worklist =
. the approval status will be

[ PeopleToals Ciny:

E ;Rigni;;:,g;?uu:sl Application Date: 28/10/2010 Entered changed as Approved

= by Bystern Profile
= My Dictionary

[ Personal Information ‘

Home Town & Anywhere inIndia O 5

After the LTC is approved the status will show as ‘Approved’

[ 1®

[ My Favarites

[/ Advancenitimation for LTC

[ LTC i i

B Dl Advance/ Intimation for LTC

System

¥ SelfSerce - Please apply advance 15 days before performing the journey, otherwise submit intimation. Prier Intimaion should be submitted
- LTC Self Service before performing the journey otherwise your claim will not be considered.

= LT Claim Application

3 & ADVANCE
I Loans & Advances Advanceg / Intimation No_ 1053
[ Leave Management Status Approve
[> Personal Information After the Approval the Status
[ Payroll and Compensation H 3 ’
[> Benefits EmpliD: 1132 WI" be changed aS Approved
E gsgﬁgn;nce IEEEEE Gender htale Marital Status Martied Location IGHNOU_HG
= Initiate Pension Phone 9810905660 Date of Joining IGNOU  23-JUN-39 Date of Birth  24-FEB-G2
= Medical Request
~ Transport for Staff Children Grade Pay  8700.000000 Department Name COMPUTER DIVISION
- Employee House Designation SENIOR SOFTWARE Date of Refirement  01/03/2022
Pouuzsl ENGINEER
- Review Transactions Continous Service inIGNOU:  Years 21 Months 1 Days 27
[> Mananer Self Senice

After the LTC is approved, the expense sheet will be created and the user will get
the advance amount.

0% VERY IMPORTANT ******
After the user returns back after availing LTC, he/she needs to claim for that LTC

to finally settle the LTC, i.e. Advance amount withdrawn must be equal to final
claimed amount.



If the advance withdrawn is greater than the amount to be claimed then the user
has to refund the difference amount to the cash section, after which the user can
raise the claim. Before the user refunds the difference amount to the cash he/she
has to enter the refund details on the ‘LTC Refund Details’ Page. (This step has to

be taken before depositing the amount in the cash section)

Navigation:
Portal > Launch HCM Application - Self Service > LTC Self Service

2. LTC Refund Details

Navigation:

Launch HCM Application - Self Service - LTC Self Service > LTC Refund Details

Tab1: Find an Existing Value

Find an Existing Value: You can search the existing Advance/intimation against which
you have to refund.

< LTC Self Service A
= LTC Advance / Intimation |
= LTC Claim Application
= LTC Refund Details IGN_LTC_CANCEL_CHK

[ Loans & Advances
[+ Leave Management

[ Personal Information { Find an Existing Value

[ Payroll and Compensation

m

Enter any information you have and click Search. Leave fields blank for a list of all values.

[- Benefits ——
I Performance Management Advance No.| begins with ||
= Book Car EmpliD: 1138

= |nitiate Pension

= Medical Request
= Transport for Staff Children Search Clear | pasic Search Save Search Criteria

= Emplovee House
Requests
= House Applications
= Review Transactions
[ Manager Self Service
[» Samir Projects
[» General Administration
[ Housing
[» Workforce Administration
[ Global Payroll & Absence
Mgrnt
[» Provident Fund
[» Loans & Advances
[ Warkforce Development
[ Organizaticnal Development
[- Governance
[> Set Up HRMS
I Winrklict

After you enter the Advance/Intimation no, click on search, you will be directed to

the page below:
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[» My Favorites
[ Portal Objects
=~ LTC
[ IGMOU LTC Reports
! Intimation for

TC Refund Details
1/ Refun ails
timation / Advance

[- Harmeet WF

[ Self Service

[ Manager Self Service
[» Samir Projects

[ General Administration
[ Housing

[ Provident Fund

[» Loans & Advances

[» Waorkforce Development
[+ Governance

[» Set Up HRMS

[+ Worklist

[ Reporting Tools

[ PeopleTools

= HRMS User Manual

= Iy Personalizations

= MMy Systemn Profile

= Iy Dictionary

<

Advance No.: 1124 Status Approved
EmpliD: 1102
Name: MIRAMJIAN MALIK
Job Title: PLUMBER
Department: CONSTRUCTION AMD MAINTEMAMNCE
Advance Amount 11286.00
Sanctioned Amount 13500.000
:q?;-jr;ent CHK ﬁnfnq;; 050125 []cheque Encash Refund Status Pending

First [ 10f1 [ Last

mize | Find | View All | i

Sequence Refund Cheque Refund Approval
s uence Refund Refund Amount Refund Ch ue Comment Refund Approval
number Mode - Humber ——— Status

Submit

Enter the amount to be refunded along with comments and click on submit, after
submitting this page you have to deposit the refund amount in the cash section.

LTC Claim Application

Navigation:

Portal > Launch HCM Application 2> Self Service > LTC Self Service

3. LTC Claim Application

Navigation:

Launch HCM Application > Self Service 2> LTC Self Service > LTC Claim Application

After following the above navigation you will be directed to the page below:

11



= LTC Self Semnice

= LTC Advance [ Intimation

= LTC Claim Application = = =
~ LTC Refund Details LLCClaimApplicatior

I Loans & Advances Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Leave Management
I> Personal Information { Find an Existing Value {_Add a New Value
[ Payroll and Compensation
[- Benefits
[ Performance Management EmpliD: . .1132 _=
= Book Car Advance / Intimation No.:| begins with |« || |Q
= |nitiate Pension 2 T 1 )
~ Medical Request Claim Date: [= | |E
= Transport for Staff Children LTC Claim Status:
= Employee House
Reguesis

= House Applications Search Clear ] Basic Search Save Search Criteria
= Review Transactions

[» Manager Self Service

[ Samir Projects Find an Existing Value | Add a New Value

> General Administration

> Housing

[ Workforce Administration

[ Global Payroll & Absence
Mgmt

[ Provident Fund

[> Loans & Advances

[ Warkforce Development

[ Organizational Development

[ Governance

[ Set Up HRMS

I Winrkdiot

B v

4

Find an Existing Value: You can search the existing LTC Claim by using the one of
the following different searching criteria i.e.

1. Advance/Intimation Number: You can search the existing Claim by entering the
advance/intimation number.

2. Claim date: You can search the existing Claim by entering the Application date on
which you have applied for LTC.

3. LTC Claim Status: You can also search the existing LTC request by entering the
status, the valid status is listed below.

a) Approved
b) Cancelled
¢) In Process
d) Pending
e) Rejected

12



| ] Lustomize Links | ] FreeHommal | ] WIndows Marketplace | ] Windows Media | ] Wwindows || Qner DooKmarks

QD-I'Strft

Search

[ J® S 1. Search by entering the
[ Wy Favoritas LTC Claim Application Advance/lntimation NO

bLTC : Enter any infarmation you have and click Search. Leave fields blank fara
[» Employee Information

System

L el Semice [ Find an Existing Value "\ Add a New Value |

= LTC Salf Senice / 2. Search by
= LTC Ad I Intirat : - - .
2070 clam acaicr [P i / Application Claim date

Advance / Intimation No.: begins with v ‘
[ Loans & Advances

> Leave Management Claim Date: = e & o)

[» Personal Information 2
[> Payrall and Compenzation LTC Claim Status: |= "| ‘ W "|

b Benefis 3.Search by LTC

[> Performance Management

- Book Car Search | Clear |Basic Search [5) Sate Searh Criteria Claim Status

= Initiate Pension
= Medical Request

Find an Existing Value ‘ Add & Mew Value

= Transpart for Staff Children
= Emplovee House

Apply For LTC Claim

Tab2: Add a New Value

Click on the Add a New Value Tab

'M Gmail - Inbox (548] - deva... RI D LTC Claim Application X ‘ Hew Tab . + =

€ & C A © imsuat.odsoft com 8765 /pspHCMUATEMPLOYEEHAMS/c/lGH_LTC_ESS.IGN_LTC_CLAIMAPP GEL7FokderPath=PORTAL_ROCT CBIYE | &

[ customize Links ] Free Hotmal [ Windows Marketplace [ ] Windows Media | ) Windows [ other bookmarks

ODL gt

Home hutiChannel

& \ Sign out

Seareh 5 Mew Window | Help
[ My Favorites LTC Claim Application
lLTC
> Emplayee Information Find an Existing Valuz | Adda New Value |
System
[ Self Service
= LTC Belf Service EmpliD; 1132
= LTC Advance {Intimation .
e » 1. Click on the Add_
" Loans & Adrances button for LTC Claim
[> Leave Management
[ Personal Information Find an Existing Value \ Add a Mew Value
[> Payroll and Compensation
[ Benefits

[» Performance Management
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LTC Claim Status and Claim Number:-

1. When you click on Add button LTC claim Status will be pending before approval
2. Claim No: will be ‘NEW’

'M Gail - Inbiox (548) - deva... x; [ L7C Claim Application ¢ K New Tab .+ =[x
& cf O imsuat.ocksoft.com: B 785/ psp HOMUAT EMPLOYEE/HRMS/c TGN _LTC_ES5.16N_LTC_CLAIMARR.GBL?FolderPath=PORTAL_ROOT_( [# WA
[ Custaniize Links [} Free Hotmal ) Windows Marketplace | Windows Mediz [ Windows [ other backmarks

S[dt Home ‘ Worklist | hiutiChannel Consale | Adi to Favorites | Sign out

e arch: - ) : mize Page
e 1. Claim status will be
[> Wy Favorites LTC Claim Application =
o / — pending before Approval
> Emplayee Information Leave Travel Conce il
Systemn
= Self Senvice Claim Status  Pendi Date 291102010
< LTC Self Senice 2. Claim No. will be

- LTC Advance [nfiméfion| | Eyployee ID 1132 Name RAVIMENDIRATTA D) ‘ ’
= Claim Applcaton PR : new ‘NEW’ before the
T e Date of Joining IGNOU ~ 23-JUN-89  ClaimMNo.  NEWg—— | SmeiSSion Of LTC
E&eave Mﬁ‘na(geme‘m Joh Code S5E Grade Pay  3700.000000 Claim Application

Leave Details

3. Enter the existing Advance/Intimation number or you can select relevant number
with the help of prompt button

4. Select the Begin and End date of approved leave

5. Click on Fetch button and the approved leave will be displayed

6. Select the Leave check box

14



w 3. Enter the Approved
Advance/Intimation No

4. Enter the Begin and
End date of approved

leave
. \
A X A
[ Harmeet WF 1 - 5. Click on
7 Delf Senice ‘hilvance /Infimation Na, -1155 Q W10 AvilmStatus — Approved | =
o LTC SfSenie FﬁtCh b:“t‘t)_“
= LTC Advance Irfimafion Begin Date ToDaieﬁ[mﬁﬁEﬂ Fetih alter selecting
= LTC Claim Applicaon - the Date
= LTC Refind Datails Custarnize | Find | B~ First {1 M Lo
b Loans & Advances Selectleave  Leave Type Beqin Date End Date Status
b Leaie Mananement
1 Eamed L 0402010 07000 Anproved
[ Parsonal Infattnation B'\ el e
i Payrall and Compensation
 Benefts 6. Select the
[ Perfurrnance Managetment | | Previous Block Years availed if any leave Check Box
= Book Car

Dependent details

Enter the dependent details in Case of LTC availed for Family/Self and
family

7. Select the dependent details by using the prompt button

8. Select the checkbox in case you are applying LTC for Self

9. Enter the comments if required

7. Select the Dependent in

case you have applied the

eiearsi LTC for Family/Self and
Family

7 3aff Senice
TG 5ef Senice

Dependent Details for whom LTC has been availed

‘DependentBaneficiary

Name A

= |TC Refund Detals L=

[ Loans & Advances

[ Leave Management

[ Parsonal Informmation

[+ Payrall and Compensation

8. Select the Check box in
case LTC is also claimed for
self

LTC also claimed for self D\

Comments \

[ Benefts
[ Parformance Management

9. Enter the comments if
any

15



Details Of Journey

It contains the following details:-

A. Tab1: Departure
B. Tab2: Arrival

C. Tab3: Other Journey details

Tab 1: Departure:-

10. Enter the departure date

11.

Enter the Departure Time

12. Enter the name of the Departure station

| Beneits
| Performan
= Book Car

niate Pansion

= Medical Reaues
= Tansport o 3t Children

nce Managerent

=

"RY Jnuey Detans

10. Enter the Departure Date

:::)

Clstomize |Fi

11. Enter the
departure Time

“/

= Eriployes House

Tab 2: Arrival:-

i

Tine / il

! L

12. Enter th

o«

e Name
of the Station

i H

13. Enter the arrival Date
14. Enter the arrival time
15. Enter the name of the arrival station

) Peomiance Nanagemend
- ok
* gt Peson
Bl Regues
sspor o e Chilcren

= Eyee Holse

==

—

13. Enter the Arrival date Date

{ Depatee | Ayt YOtherJuurneyDetails }

Tt

|

[

Time

g

1 14. Enter the arrival

’

15. Enter the Name
of the Station
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Tab 3: Other journey details:-

Enter the other journey details

16. Enter the total number of distance in Kms
17. Enter the mode of journey

a. AR

b. BUS
c. SHIP
d. TAXI
e. TRAIN

18. Enter the class type

a. 1AC
b. 2AC
c. 3AC
d. Others
e. AIR

19. Enter the number of peoples i.e. number of persons

16. Enter the total number 17. Enter the Mode of 18. Enter th
of distance in Kms Journey - Enter the

R l T T FTTrT her JOll[llG_y TUGRIT T =17 Class type

BOUBsts - -

- Hauze Applcatons TOtal DIStance 0y of jorpey “class~ "No.of Fares  Fares Pai TEREPAR I, |

- Review Transacfions ' // 19. Enter the
[* Manager Self Sendce 1/5000.00 AR v 1AL |14 oon TCTOATA4 [
S — . number of Fares
[ General Administration
- Housing
b Workorce Adminishation Caloulte Tol Fare Total Tavel Amount~3000.000000 21. Enter the
1> Glabal Payral & Assnce _ R } ks/Ticket
Mo - 20 Enter the fare eémarks/licke
i 22. Click on Paid number
E'— Calculate total nttilunS?g@;renabutueis}rue;ulthgbesmfmt — :

and i wife 5 ot emplaved in Government senice fthat my hushand | wife is amployed in Govemmen
i fare button the concession hag notheen availed of by him f her separately for himselff herself or for any of the family
b G mrerrmerae e concemerd bluck ofyears 201210 2113
[+ SetLp HRMS
[ Worklist ;
i Submit

[ Reparting Taols . )
b PeEpIeTguIs ( Signature of Applicant )
1= HRME Uzer banual
1= My Personalizations . .
i Susem Prfle 23. Click on Submit
= iy Dictionaty ety button Bt | JELpdateDizpiay

20. Enter the amount of fare paid

21. Enter the remarks/Ticket number

22. After filling all the details click on Calculate Total fare button
23. Click on submit button
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In case you have refunded certain amount, then the same amount (refund amount) will be
displayed on the claim page.

The claim page having refund entry is shown below.

[WAVI N

FLTC
[+ IGNOU LTC Reports
= Advance / Intimation for
LTC
= LTC Refund Details
= Block Period Setlp
= LTC Workflow Setup
[ Employee Information
System
[+ Ahsentee Statement
[» Self Service
[> Manager Self Semnice
[» General Administration
[> Medical
[ Recruiting
[ Workforce Administration
[> Benefits
[ Compensation
[> Stock
[> Payraoll far Marth America
[» Global Payroll & Absence
Mgmt
[> Provident Fund
[ Loans & Advances
[ Payraoll Interface
[ Workforce Development
[ Qrganizational Development
[> Governance
[» Enterprise Learning
[> Workforce Monitoring

M Daneinn

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkk END

Details of Journey

Departure Arrival ) Other Journey Details
Date Time Station
1 08/09/2010 2.00 AM MEW DELHI
2 13/09/2010 12.00 PM MUKBAI

[Caiadate ot Fare]

Total Travel Amount

13540.000000

SBOUBNCE  pofnded Date RECBP  yorestpaid  AmountRefunded  Remarks
number ————— HNumber
11 1844 £352.0000 refund on adv. of Rs.

18000/

Refunded Amount G388.00

Interest paid
Unsettled Amount

1. Theinformation as given above is true to the best of my knowledge and belief.
2. Thatmy husband / wife is not employed in Government service [ that my husband ( wife is employed in Government
sernvice and the concession has not been availed of by him / her separately for himself / herself or for any of the family

mmmbhare fartha rancarmacd Rlaol af vaace 3O0E ta 3000

kkkkkkkkkkkkkkhkkkkkkkkkkkkkkkkkkkkkkkkkkkkkx
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